] AGENDA — Monday, March 5, 2018
CITY OF 7:00 p.m. City Council Meeting

Long Beach City Hall
ONG EAQ—I\{ 115 Bolstad Avenue West
C”\_/

7:00 p.m. CALL TO ORDER; PLEDGE OF ALLEGIANCE; AND ROLL CALL

Call to order Mayor Phillips, Council Member Linhart, Council Member McGuire,
And roll call Council Member Murry, Council Member Cline & Council Member Kemmer.
PUBLIC COMMENT

At this time, the Mayor will call for any comments from the public on any subject whether or not it is on the
agenda for any item(s) the public may wish to bring forward and discuss. Preference will be given to those who
must travel. Please limit your comments to three minutes. The City Council does not take any action or
make any decisions during public comment. To request Council action during the Business portion of a
Council meeting, contact the City Administrator at least one week in advance of a meeting.

CONSENT AGENDA -TAB A

All matters, which are listed within the consent section of the agenda, have been distributed to each member of the Long Beach City
Council for reading and study. Items listed are considered routine by the Council and will be enacted with one motion unless a
Council Member specifically requests it to be removed from the Consent Agenda to be considered separately. Staff recommends
approval of the following items:

° Minutes, February 20, 2018 City Council Meeting
o Payment Approval List for Warrant Registers 57674-57700 & 83027-83072 for $199,822.67

BUSINESS

AB 18-18 — SUP 2018-03 Don Lee Fireworks — TAB B

AB 18-19 — Personnel Policy update — TAB C

AB 18-20 — Surplus Equipment bid results - TAB D

AB 18-21 — Biosolids Forest Application Site Soil Sampling Plan Amendment — TAB E

DEPARTMENT HEAD ORAL REPORTS

CORRESPONDENCE AND WRITTEN REPORTS —TABF

o Sales & Lodging Tax report for February 2018
o Elected Officials Form F1 Reminder — by April 15%.

FUTURE CITY COUNCIL MEETING SCHEDULE

The Regular City Council meetings are held the 1% and 3" Monday of each month at 7:00 PM and may be preceded by a workshop.
March 19, 2018, April 2, 2018 & April 16, 2018

ADJOURNMENT

American with Disabilities Act Notice: The City Council Meeting room is accessible to persons with disabilities. If you
need assistance, contact the City Clerk at (360) 642-4421 or advise City Administrator at the meeting.
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LONG BEACH CITY COUNCIL MEETING

February 20,2018

7:00 CALL TO ORDER; PLEDGE OF ALLEGIANCE; ROLL CALL
Mayor Phillips called the meeting to order; asked for the Pledge of Allegiance and roll call.

ROLL CALL
David Glasson, City Administrator, called roll with C. Linhart, C. Murry and C. Kemmer all present.
C. Cline and C. McGuire were absent.

PUBLIC COMMENT
No comments made.

CONSENT AGENDA

Minutes, February 20, 2018 City Council Meeting

Payment Approval List for Warrant Registers 57555-57577 & 82726-82784 for $138,112.71

C. Linhart made the motion to approve the Consent Agenda. C. Murry seconded the motion; 3
Ayes, motion passed.

BUSINESS

AB 18-12- Fireworks Contract for Fourth of July 2018

David Glasson, City Administrator, presented the Agenda Bill. Staff believes the city continues to have
excellent services and a great show provided by Western Display Fireworks.

C. Linhart made the motion to approve and authorize the Mayor to sign. C. Murry seconded the
motion; 5 Ayes, motion passed.

AB 18-13- Resolution 2018-03 Adopting the Long Beach Recreation and Open Space Plan

David Glasson, City Administrator, presented the Agenda Bill. This resolution approves the City of Long
Beach Recreation and Open Space Plan, allowing staff to submit the plan to the Washington State
Recreation and Conservation Office. This allows the city to apply for grant money to improve trails,
youth facilities and other various recreation projects. The City has held two public workshops and
distributed over 200 surveys to gain public opinion. The Planning Commission has also reviewed and
edited the plan prior to coming to Council for approval.

C. Linhart made the motion to approve Resolution 2018-03 approving the City of Long Beach
Recreation and Open Space Plan. C. Murry seconded the motion; 3 Ayes, motion passed.

AB 18-14- Grant Agreement with WA State Department of Commerce

David Glasson, City Administrator, presented the Agenda Bill. This grant is for the organization and
planning of the Comprehensive Plan update that will be completed by June of 2020. The City must
submit a work plan to the Department of Commerce by June of 2019 outlining the necessary work to be
completed in order to be compliant for the 2020 update.



C. Linhart made the motion to authorize the Mayor to enter into a grant agreement with the
Washington State Department of Commerce. C. Murry seconded the motion; 3 Ayes, motion
passed.

AB 18-15- Ordinance 950 Amending the Farmer’s Market Business License Fees

David Glasson, City Administrator, presented the Agenda Bill. This ordinance reflects the business
license price increase due to costs of goods and entertainment costs rising.

C. Linhart made the motion to adopt Ordinance 950. C. Murry seconded the motion; 3 Ayes,
motion passed.

AB 18-16- Purchase Agreement with the US Fish and Wildlife Service for Riekkola Property

David Glasson, City Administrator, presented the Agenda Bill. The US Fish and Wildlife Service has
approached the City to purchase the lands within the Willapa National Wildlife Refuge consisting of 16.7
acres.

C. Linhart made the motion to authorize the Mayor to sign the purchase agreement. C. Murry
seconded the motion; 3 Ayes, motion passed.

AB 18-17- Federal Lands Access Program Match Agreement

David Glasson, City Administrator, presented the Agenda Bill. The city is working with US Fish and
Wildlife to design the “Cross Peninsula” Trail that would start at Discovery Trail and end at the Bay.
This agreement keeps the project moving.

C. Murry made the motion to approve and authorize the Mayor to sign. C. Linhart seconded the
motion; 3 Ayes, motion passed.

DEPARTMENT HEAD ORAL REPORTS

CORRESPONDENCE AND WRITTEN REPORTS
o Parks Department Report for January 2018.

ADJOURNMENT
The Mayor adjourned the meeting at 7:17 p.m.

Mayor
ATTEST:

City Clerk
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CITY OF

ONGBEACH

Meeting Date:

CITY COUNCIL

AGENDA BILL
AB 18-19
March 5, 2018

AGENDA ITEM INFORMATION

SUBJECT: Special Use - OrigiRgtor:
Permit SUP 2018-03 & Counel
City Administrator DG

City Attorney

City Clerk

City Engineer

Community Development Director

Fire Chief

Police Chief

Streets/Parks/Drainage Supervisor

COST: N/A Water/Wastewater Supervisor
Other:

conditions:
1. Keep and leave the site clean.

of the property corner.
This is the first fireworks store request of 2018.

SUMMARY STATEMENT: Mr. Don Lee dba Fireworks Superstore requests a
Special Use Permit to operate a fireworks store for the 4th of July and New Year's
holidays. Mr. Lee has done this many times, and has been an excellent short-
term vendor. This permit has been approved in the past with the following

2. Your sales area and signage must be placed so as not to interfere with safe
vehicle traffic, in particular, the line-of-sight at the corner of 12th Street Southwest
and Pacific Highway South. Nothing taller than 42" may be located within 20 feet

conditions identified by staff.

RECOMMENDED ACTION: Conditionally Approve SUP 2018-03 with the




Post Office Box 310
e @ 115 Bolstad Avenue West
CEIY D Long Beach, WA 98631

*|' Telephone: 360-642-4421
01\6’ %‘I fax: 360-642-8841

planner(@longbeacnva.gov

March 6, 2018

Don Lee

Fireworks Superstore

PO Box 1081

Philomath, Oregon 97370

RE: Case No. SUP 2018-03, Special Use Permit
Fireworks Sales at 101 12" Street Southwest in the C1-Commercial Zone

Mr. Lee,

At its regularly-scheduled March 5, 2018 meeting, the Long Beach City Council heard and
CONDITIONALLY APPROVED your request to sell fireworks in an outdoor setting for the 4" of
July, allowed June 28" through July 5% and for the New Year, allowed December 27" through
December 31 pursuant to RCW 70.77.395.

The City’s approval is subject to the following conditions, which are mandatory requirements. If
you do not comply with these conditions, the City will rescind your approval and you will have to stop
sales:

1. Keep and leave the site clean.

2. Your sales area and signage must be placed so as not to interfere with safe vehicle traffic, in
particular, the line-of-sight at the comer of 12™ Street Southwest and Pacific Highway South.
Nothing taller than 42” may be located within 20 feet of the property corner.

Congratulations on your approval, and thank you for your continued commitment to Long
Beach. You have been a model itinerant vendor.

Sincerely,

Ariel Smith
Director, Community Development
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FIREWORKS SUPERSTORE
PO BOX 1081
PHILOMATH, OR
541 738-6981
WA UBI 603 0770 424

City of Long Beach 2/20/18
Ariel Smith

115 Bolstad West

PO Box 310

Long Beach, WA 98631

Dear Ariel,

I would like to request a Special Use permit for the sale of consumer fireworks from
June 28 thru July 5, 2018 and December 27 thru December 31, 2018. The stand
location is 101 12th SW.

Submitted are the following documents:

2018 Washington Fireworks License

Certificate of Liability Insurance naming the City of Long Beach additional Insured
2018 renewal of City business license

Washington State Resellers permit

Letter of Authorization from landlord

Don Lee



Washington State Patrol Fire Protection Bureau
Office of the State Fire Marshal ‘
CONSUMER FIREWORKS RETAIL SALES (CFRS) FACILITY LICENSE  18-0166

Stand Number: SN-11833

Licensee Data

Fireworks Superstore

P.O. Box 1081

Philomath, OR 97370

License Number: WSPFL-02349
Phone Number: (541) 738-6981

Operational Data
Wholesaler: Jake's Fireworks, Inc.
County of Operation: Pacific
Operated For:Licensee
Stand Operated By:Don Lee

Date of Issue:January 19, 2018 Date of Expiration:January 31, 2019
Consumer Fireworks Retailer Licenses issued after May are ONLY valid for New Years Sales

This license is NOT valid without a permit issued from a local fire code official/authority having jurisdiction. This license allows for operation of a single
location/stand for retail sales to the public of state legal consumer fireworks purchased only from a licensed fireworks wholesaler. :
THIS PORTION OF THE LICENSE MUST BE POSTED AT THE STAND AT ALL TIMES




Unified Business 1D #: 603077424
Sole Proprietorship Business 1D #: 001

Location: 0002
DON ALAN LEE Expires: Feb 28, 2019
FIREWORKS SUPERSTORE i
101 12TH SW & B
LONG BEACH, WA 98631

TAX REGISTRATION - ACTIVE

CITY ENDORSEMENTS:
LONG BEACH GENERAL BUSINESS - ACTIVE

"', REGISTERED TRADE NAMES: S
| FIREWORKS SUPERSTORE

This documeint isis the re rions, endorsemeants, and licenses authorized for the business /s

namead abov cepting umant, ihe licansee cartifies the information on the application )
was comyi b and o the best of his cr her wnowledge, and inat susiness will bz

conducted in cempiian ' applicable Vizshington state, Countt and city reguiations.

Diractor, Deparimant of Revenue

-~



LETTER OF AUTHORIZATION

City of Long Beach
PO Box 310
Long Beach, WA 98631

To Whom It May Concern,

Joe Turi or Kris Eler grants permission to Fireworks Superstore/ Don Lee, to occupy
Pacific County parcel # 73026060007, Seaview 060 07, Lot 8, Township-Range-Section
1011222, Site address 101 12th SW, Long Beach, WA. The occupancy term shall be
from June 13 thru July 8, 2018 & 2019 and December 20, 2018, 2019 thru January 4,
2019 & 2020. .

.

N

} .

A o ey P
%%LVLAMCL%/&/ , Dated: / ~ ‘7 —/ \/

-

Jod Turi or Kris Eler
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CERTIFICATE OF LIABILITY INSURANCE

DATE {MWDDIYYYY)
2/19/2018

THIS CERTIFICATE IS ISSUED AS A

REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS

CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND,
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A GONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED

EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES

certlficate holder in fieu of such endorsement(s).

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed. If SUBROGATION 1S WAIVED, subject to
the terms and conditions of the policy, certain policies may require an endorsement. A statement on this certificate does not confer rights to the

PRODUCER ggag\c‘l
Britton Gallagher PHONE o cco 7100 [PAX ot g
One Cleveland Center, Floor 30 (A/C, No. Ext):2 16-658-7 C, Hor216-656-7101
1375 East 9th Street ADDRES
Cleveland OH 44114 INSURER{S) AFFORDING COVERAGE NAIC #
nsureRr A Maxum Indemnity Company 6743
(NSURED 2567 msurer 8 Everest Indemnity Insurance Co 10851
Jake's Fireworks Inc. INSURER C :
1500 E 27th Terr. .
Pittsburg KS 66762 IUSURERD :
INSURERE :
INSURERF :

COVERAGES CERTIFICATE NUMBER: 112900992

REVISION NUMBER:

THIS 1S TO CERTIEY THAT THE POLICIES OF INSURANGE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

T ADDL|SUBR] POLICY EFF_| POLICY EXP
LR TYPE OF INSURANCE INSRWVD POLICY NUMBER {(MMDDIYYYY) | (MIDDYYYY) LiwTs
B | GENERAL LIABILITY SIBGL0G320-181 215/2018 211512018 | acH OCCURRENGE 51,000,000
X DAMAGE TO RENTED
COMMERCIAL GENERAL LIABILITY PREMISES (Ea occurence) | $500,000
l CLAMSHADE [X | OCCUR MED EXP {Anyone person) | §
PERSONAL & ADV INJURY | $1,000,000
GENERAL AGGREGATE 52,000,000
GEN'L AGGREGATE LIMIT APPLIES PER: PRODUCTS - COMP/OP AGG | $2,000,000
oy | 1P X Jioc s
AUTOMOBILE LIABILITY e s T
ANY AUTO BODILY INJURY (Per person) | §
ALL OWNED SCHEOULED ;
AUTOS NLO'LOSWNED xm: : ?YJUDAMAGRY (PHEMM) :
HIRED AUTOS AUTOS Pt padent M
3
A umerLLALAB  {X | accur EXC6018367 2/15/2018 211512019 | EACH OCCURRENCE $1,000,000
X | EXCESSLIAB CLAIMS-MADE AGGREGATE 51,000,000
oeD | ; RETENTION S s
WORKERS COMPENSATION WC STATU- OTH-
AND EMPLOYERS' LIABILITY i TORY LIMITS ER
ANY PROPRIETOR/PARTNER/EXECUTIVE E.L. EACH ACCIDENT 5
OFFICERMEMBER EXCLUDED? NIA
{Mandatory in NH} E.L. DISEASE - EA EMPLOYER §
K yes, describe under :
DESCRIPTION OF OPERATIONS balow £.L DISEASE - POLICY LIMIT | §

DESCRIPTION OF OPERATIONS / LOCATIONS | VEHICLES (Attach ACORD 101, Additi

Sales Location: 101 12th SW, Long Beach, WA 98631,
Term: February 15, 2018 through February 14, 2019

Additional Insured extension of coverage is provided by above referenced General Liability policy where required by written agreement.
Land Owner: Kristi Eler & Joe Turi, P.O. Box 341, Long Beach, WA 98631; City of Long Beach,P.O. Box 310, Long Beach, WA 68631;

The Certificate Holder and the above listed are Additional insureds with respects to General Liability policy as required by written contract.

if more space [ required)

CERTIFICATE HOLDER

CANCELLATION

Fireworks Superstore
Don Lee

P.O. Box 1081
Philomath OR 87370

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

AUTHORIZED REPRESENTATIVE

ACORD 25 (2010/05)

© 19882010 ACORD CORPORATION. All rights reserved.

The ACORD name and logo are registered marks of ACORD
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CITY OF CITY COUNCIL
ONGBEACH) | POER T
Al

Meeting Date: March 5, 2018

AGENDA ITEM INFORMATION

SUBJECT: Resolution Originstar:
2018-01 Updating and e

Amending the City of Long [ City Administrator DG
Beach Personnel Policy City Attorney

City Clerk/Treasurer

City Engineer

Community Development Director

Fire Chief

Police Chief

Streets/Parks/Drainage Supervisor

Water/Wastewater Supervisor

COST: N/A Other:

SUMMARY STATEMENT: The Council has held two workshops to discuss the
Personnel Policies and staff has made the appropriate amendments. This update
not only satisfies the Washington State Initiative 1433 — requiring paid sick leave
for all employees but it also gave the Mayor and Council a chance to review the
policy in its entirety.

RECOMMENDED ACTION: Approve Resolution 2018-01 adopting the
updated version of the City of Long Beach Personnel Policy




RESOLUTION 2018-01

A RESOLUTION OF THE CITY OF LONG BEACH, WASHINGTON,
UPDATING, AMENDING AND MAKING ADDITIONS TO THE CITY OF
LONG BEACH PERSONNEL POLICY

WHEREAS, the City of Long Beach has to make addition or amendments to the City
Personnel Policy; and

WHEREAS, the City needs to amend, update or add to Long Beach Personnel Policies
due to changes in State Law; and,

WHEREAS, the City must make such personnel updates, additions and amendments due
to Washington State Initiative 1433, therefore,

BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF LONG BEACH,
WASHINGTON, The Mayor and City Clerk are hereby authorized and directed to
execute said personnel policies changes, additions and amendments, a copy of which is
attached hereto and by this reference made part hereof, as the official act and deed of the
City of Long Beach.

Passed this 20th day of February, 2018.

Ayes Nays Absent

Jerry Phillips, Mayor

ATTEST:

Helen Bell, City Clerk



CITY OF

ONGBRACH

( —

Personnel Policies



Welcome to the City of Long Beach!

This manual outlines the personnel policies, benefits and standards that, as a member of the
City of Long Beach team, you will be entitled to and expected to follow. It is your personal guide
to policies that we have developed to help us achieve our mission to be a premier city that
delivers quality services to our customers. You should study the manual carefully, and we
suggest that you keep it available for ready reference. You may receive new pages to update
changes from time to time, and it is our desire that you will take the time to keep your manual up
to date.

Some statements may need clarification. The City Administrator stands ready to assist you
should you have any questions or problems.

The public looks upon every employee as a representative of the City. This is true whether you
are at work or out in the community. We are confident that you will do your part in maintaining
our high quality of service to our customers and your community.

It is a must that each employee is treated fairly, equally, and with dignity, as an individual and as
an important part of the City.

The following are the expectations to ensure consistent and positive operations of the City of Long
Beach:

Team work and communications

Integrity, honesty, dignity, and respect for others
Professionalism, initiative, and confidentiality
Accountability focused actions and timely follow-through
Commitment to make our City and yourself successful
Quality service to all external and internal customers
Accurate work

Cost effective measures with value

. Positive impact and interaction with the community
10. Good time management and quality work

11. Punctuality

12. Professional image

©ONDOTHWN -

We are committed to do our utmost to make your city experience both challenging and
rewarding.

Jerry Phillips
Mayor
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. INTRODUCTION

The Handbook is prepared so that employees will better understand how the City operates and
what is expected of employees. It is a summary of the City's personnel policies and practices,
and is intended as a general guide to how the organization functions. We want to create a work
environment that allows individuals to maximize their contribution to the organization and results
in personal satisfaction. We believe that when consistent personnel policies are known and
communicated to all, the chances are increased for greater job satisfaction.

While the City hopes that the employment relationship will be positive, things do not always
work out as planned. Either party may decide to terminate the employment relationship. No
supervisor, Administrator or representative of the City, other than the Mayor, has the authority to
enter into any agreement with you for employment for any specified period or to make any
promises or commitments contrary to the contents of this handbook. This handbook is not
intended as a contract, express or implied, or as a guarantee of employment for any specific
duration. As the need arises, the City may from time to time modify these policies. The City
also reserves the right, at its sole discretion, to depart from the guidelines outlined in this
handbook, in order to meet the business needs of the City. If you have any questions about any
of our policies, please ask your supervisor or City Administrator.

We wish you success in your position and hope that your employment relationship with the City
will be a personally rewarding experience.

IIl. APPLICABILITY AND AUTHORITY

A. Applicability
This Handbook is applicable to all employees who serve at the discretion of the
Mayor and except where specifically stated otherwise.

B. At Will
At will positions include specific senior management positions designated by the
Mayor; temporary, extra help and limited term positions; and regular employees
who have not yet completed the orientation period. No provisions of this
Handbook shall change at will status.

C. Local, State or Federal Law
In cases where these policies are in conflict with local, state or federal law, the
provisions of local, state or federal law will govern. If any provision of these
policies or their application to any person or circumstance is held invalid, the
remainder of the policies will not be affected.

D. Authority
Authority to take personnel actions is vested in the Mayor or City Administrator.
This authority shall include but not be limited to hiring, promoting, demoting,
evaluating, reclassifying and terminating employees. Authority for personnel
actions is frequently delegated to Department Supervisor; however, coordination
of all such actions through the City Administrator.




DEFINITIONS

A. Anniversary Date
The date used for the purpose of calculating leave benefits and length of service.
Usually the anniversary date is the date the employee began work for the City, but
adjustments to the anniversary date shall be made proportionate to any unpaid
time off.

B. Break in Service
The period of time between the date an employee separates from service and the
date the employee is rehired.

C. Callback
All time worked in excess of a scheduled shift, which is not an extension of that
shift, and is unanticipated, unforeseen, and not a regular function of the
employee’s work schedule.

D. City
The City of Long Beach, Washington.

E. City Administrator
The individual appointed by the Mayor to serve in this capacity.

F. Core Hours
Those hours during which City offices are open to the public and during which
staffing is available to provide service to our customers. Core hours for the City
are 8:00 a.m. to 5:00 p.m. Monday through Friday. Any deviation must be
approved by the City Administrator.

G. Demotion
Any case where a regular employee moves on a non-temporary basis {o a
different position in a lower salary range with the exception of such movement
resulting from a compensation study or salary survey.

H. Department Supervisor
An individual appointed by the Mayor to serve as the Department Supervisor.

I. Domestic Partner

The individual named in a current, valid Affidavit of Marriage/Domestic Partnership
on file with the City Administrator. The Partnership may be of the same or opposite
sex. The Partnership must satisfy the following criteria: [ Partners shall not be
part of another Domestic Partnership or marriage,

+ Partners shall be mentally competent, 18 years of age or older, not related by

blood closer than permitted for marriage under RCW 26.04.020.1a and .2.
« Partners share a regular and permanent residence and living expenses.

J. Drugs
Includes any substance which is controlled in its distribution by federal or state

law, including but not limited to, narcotics, depressants, stimulants, hallucinogens,
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cocaine and cannabis. Does not include prescription and over-the-counter
medication used according to prescription or consistent with standard dosage.

K. Employment Status Definitions
1. Regular Full Time
A regular position established by the City budget that is expected to be ongoing
and to work a 40 hour week.

2. Regular Part Time
A regular position established by the City budget that is expected to be ongoing
and to work at least 20 but less than 40 hours per week.

3. Limited Term
A position that has a specific end date, works 20 or more hours a week and is not
Extra Help. The maximum term is limited to three years.

4. Extra Help
A position that is employed in activities related to seasonal programs, variable
intermittent workloads, or ongoing work of less than 20 hours a week, further
defined below.
a) Seasonal
Work that is seasonal beginning approximately the same season of each
calendar year, customarily less than six months in duration.
Maximum Hours:
* 1,040 hours a year with no limit on weekly hours if all work is
seasonal.
+ If some of the work is not seasonal then all hours worked count
toward a maximum average of 29 per week in the first 3 months
of employment and during 12 months of employment.

b) Variable-hour
Work that is not seasonal but is intermittent and/or hours that are
unpredictable from week to week.
Maximum Hours:
+ 1,040 a year and
* an average of 29 per week during the first 3 months of
employment and during 12 months of employment.

. L. Exempt Employee
An employee exempt from the minimum wage and overtime provisions of the Fair
Labor Standards Act (FLSA) as defined by that Act or applicable state law and
designated as such by the City Administrator.

M. Immediate Family

Unless defined otherwise in these policies, the employee’s grandparent, parent,
parent-in-law, foster parent, spouse, domestic partner, biological child, adopted
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child, step child, child of domestic partner, foster child, a legal ward or child of a
person standing in loco parentis if the child is younger than 18, grandchild, sister,
sister-in-law, brother or brother-in-law.

In appropriate circumstances, an employee may believe that another individual
should be considered a member of the immediate family for the purpose of
applying these policies. The employee shall make a written request explaining to
the City Administrator why the employee believes that this individual should be
considered a member of the immediate family. The City Administrator shall decide
to approve or deny the request. (If the definition of immediate family is different in
certain approved benefit plans or policies; the provisions of those plans or policies
will govern.)

N. Insubordination

Expressed hostility or contempt for an employee’s supervisor or willful disregard of
a supervisor’s reasonable directive.

O. Intern
A position that is a form of on-the-job training that may be either voluntary or on
paid status.

P. Non-Exempt Employee
An employee covered by the minimum wage and overtime provisions of the Fair
Labor Standards Act.

Q. Promotion
Any case where a regular employee moves on a non-temporary basis to a
different position in a higher salary range with the exception of such movement
resulting from a compensation study or salary survey.

R. Standby
Specific assignment of an employee during off-hours to be available to come to

work if needed. Standby is not considered as time worked.

S. Step Increase Date
The date that is used for the purpose of annual performance review and step
increase. Usually the step increase date is the date the employee began work in
his or her current position, but adjustments shall be made proportionate to any
unpaid time off.

T. Time in Paid Status
The period of hours during a pay cycle for which an employee receives
compensation including hours worked, vacation, sick, holiday, or other paid
leaves.

U. Transfer
Any case where a regular employee moves on a non-temporary basis to a
different position in the same salary range.
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V. Work Location
Work locations are the places employees work. The locations include city owned
buildings, adjacent structures and parking lots, and grounds.

City Hall: 115 Bolstad Avenue West

City Shop: 313 6! Street North East

Long Beach Water Treatment Plant: 5415 67" Place
Long Beach Police Department: 212 Pacific Avenue South

W. Work Week
A fixed and regularly recurring period of seven (7) consecutive twenty-four (24)
hour periods. The standard workweek for employees consists of the period from
12:01 a.m. Sunday to 12:00 midnight the following Saturday. Where a different
work week is required, the City Administrator will define an appropriate work week
and communicate that to the employees.

IV. EMPLOYMENT POLICIES

A. Recruitment and Selection

1. External and Internal Recruitment
Job Posting and Application: Open positions will be posted on the City’s web
page and the official publication of the City with links to the application process.
The opening will be posted for a minimum of five working days. To ensure
internal employees are aware of an open position, the City Administrator will
announce openings through email and post at the above work locations.

Selecting Candidates for an Interview: The hiring supervisor will review the
applications and identify candidates that will proceed to an interview.
Additionally, all regular employees who applied will be granted an interview
provided they possess the experience and training qualifications listed in the
job description for the position.

Selecting the Best Candidate: The City’s policy is to hire the best candidate for
any job vacancy. The best candidate is an applicant who meets the minimum
qualifications for the position and has the strongest match between their
knowledge, skills and abilities and the work responsibilities of a position. The
best candidate will be determined based upon a review of application
materials, the results of tests and/or background checks required by positions,
an evaluation of responses to interview questions, and favorable references.

2. Internal Recruitment Only
The Department Supervisor, after consultation with the Mayor/City
Administrator, will determine if an opening will be available internally only.

Job Posting and Application: The City Administrator will announce openings
through email, directing interested employees to apply through the City’'s web
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page with links to the application process. The opening will be posted for a
minimum of five working days, any employee may apply.

Selecting Candidates for an Interview: The department supervisor will review
the applications and identify candidates that will proceed to an interview. All
regular employees who applied will be granted an interview provided they

possess the experience and training qualifications listed in the job description
for the position.

Selecting the Best Candidate: The City’s policy is to hire the best candidate for
any job vacancy. The best candidate is an applicant who meets the
qualifications for the position and has the strongest match between their
knowledge, skills and abilities and the work responsibilities of a position. The
best candidate will be determined based upon a review of application
materials, the results of tests and/or background checks required by positions,
an evaluation of responses to interview questions, and favorable references. If
there is not an internal candidate who has a strong match between their
knowledge, skills and abilities and the work responsibilities of the position; the
position may be re-posted and made available to external applicants.

B. Reference Checking

All requests for information regarding past or present employees shall be directed
to the City Administrator. The City Administrator will then release information
stating job title, length of service and eligibility for rehire. If the employee has

signed a statement releasing the City from liability, additional information may be
given.

C. Prohibited Political Activities — Code of Ethics, Appendix A
While all employees have the right to participate in political or partisan activities of
their choosing, employees are stewards of the public's trust in matters of City
government. Political activity may not adversely affect the responsibilities of
employees in their official duties. Because of the sensitive nature of the services
in which the City is engaged, the following activities are prohibited:

1. Use of City Resources, Property, Authority and Influence
Employees may not campaign on City time or in City uniform or while
representing the City in any way. Employees may not allow others to use
City facilities or funds for political activities. Employees may not use City
authority or influence for the purpose of interfering with or affecting the
result of an election or a nomination for office. Violation of this policy

2. Coercion

Employees may not directly or indirectly coerce, attempt to coerce, or
command a state or local officer or employee to pay, lend, or contribute
anything of value to any party, committee, organization, agency, or person
for political purposes.
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3. Elected Office, Commission or Board Service
Employees may not serve as an elected official of the City, a member of a
City commission, or a member of a City board while an employee of the
City.

4. Conflict of Interest

If there is a conflict of interest between an employee’s elected position
outside of the City and their position with the City, the employee must
resign from one of the positions.

Violation of any part of this policy may be grounds for disciplinary action, up to and
including termination.

D. Prohibited Personal Gain - Code of Ethics, Appendix A
The following standards are established for all City employees for conducting
business within the guidelines of the Code of Ethics and providing friendly and
courteous service to the public. The Code of Ethics is located in Appendix A of
this manual.

Employees are prohibited from:

1. Receiving proceeds or having any financial interest in any sale to the City of
any service or property when such proceeds or financial interest was received
with the prior knowledge that the City intended to purchase such property or
obtain such service.

2. Soliciting or accepting anything of economic value as a gift, gratuity, or favor
from any person, firm or corporation involved in a contract or transaction which
is or may be the subject of official action of the City; provided, that the such
prohibitions shall not apply to:

a. Attendance at a hosted meal when it is provided in conjunction with a
meeting directly related to the conduct of City business or where
attendance is appropriate as a staff representative.

b. An award publicly presented in recognition of public service.

c. Attendance at a hosted meal where general information is being
presented, but where no active consideration of a contract is being
discussed.

d. Advertising items of no material value which are widely distributed to
others under essentially the same business relationship with the donor
or any other gift that is deemed by the City Administrator to be of
insignificant value such that it does not present a conflict of interest.

3. Disclosing confidential information (except as provided for under public
disclosure regulations), participating in the making of a contract, accepting
private employment or providing private services that would be in conflict or
incompatible with the performance of official duties as a City employee.
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Violation of this policy may be grounds for disciplinary action, up to and including
termination.

E. Employee Orientation
Upon hire or appointment, the Department Supervisor and City Administrator shall
be responsible for the orientation of each employee. Orientation may include
explanation of the organization and services of the City, work and safety rules,
personnel manual and procedures, departmental rules and procedures,
completion of payroll forms and introduction to City personnel.

1. Orientation Period for Initial Hire
Upon hire to a regular position, each employee will be at will while serving
in a six-month orientation period. Upon the recommendation of the
Department Supervisor and the City Administrator, the orientation period
may be extended up to an additional 6 months at the discretion of the City
Administrator.

The orientation period is part of the selection process and affords the
employee and the City an opportunity to evaluate whether the match
between the job and the employee is appropriate.

An employee may be discharged without cause or notice prior to the
completion of the orientation period. Successful completion of the
orientation period means a regular employee is no longer at will; however,
this should not be construed as creating a contract or as guaranteeing
employment for any specific duration.

This section shall not apply to specified senior management positions at
will, temporary, extra help, and limited term positions.

2. Orientation Period for Promoted or Transferred Employees

A promoted or transferred employee shall serve a 3 month orientation period in the
new position. Upon the recommendation of the Department Supervisor, the
orientation period may be extended up to an additional 3 months at the
discretion of the City Administrator.

The promoted or transferred employee may be removed from the new
position at any time prior to the completion of the orientation period by the
Department Supervisor giving written notice of failure to complete the
orientation period. The Department Supervisor shall consult with City
Administrator before making the decision to remove an employee.

If removed, the employee may return to the position from which he or she
promoted or transferred by providing written notice to the Department
Supervisor for the former position. This notice must be provided within 5
days of the notice of failure to complete the orientation period.

During the orientation period, the promoted or transferred employee may
request to voluntarily return to the former position by making a written
request to the Department Supervisor for the former position. If the position
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has not yet been offered to a new employee, the Department Supervisor,
after consulting with the City Administrator and any other affected
department, may approve the return.

This section shall not apply to at will positions.

F. Equal Employment Opportunity
It is the intent of the City to provide equal employment opportunity for all
employees and applicants for employment without regard to race, color, religion,
gender, national origin, marital status, age, sexual orientation or disability (as
defined under state and federal law). This policy applies to all terms and
conditions of employment, including, but not limited to: hiring, placement,
promotion, termination, layoff, recall, transfer, leave of absence, compensation,
and training. If an employee believes that his or her rights under this provision
have been violated, he or she should follow the complaint reporting and resolution
process outlined in Section 4, Discrimination Complaint Procedure.

G. Prohibition of Employee Harassment
The City expressly prohibits any form of unlawful employee harassment based on
race, color, religion, sex, national origin, marital status, age, sexual orientation or
disability (as defined under state and federal law) which includes behavior by
coworkers, supervisors, vendors, citizens, or any other individual or group with
whom an employee may come in contact in the course of their job duties.
Improper interference with the ability of employees to perform their jobs will not be
tolerated.

With respect to sexual harassment, the City expressly prohibits the following:

1. Unwelcome sexual advances; requests for sexual favors; and all other verbal
or physical conduct of a sexual or otherwise offensive nature, especially where:
a) Submission to such conduct is made either explicitly or implicitly a term
or condition of employment;
b) Submission to or rejection of such conduct is used as the basis for
decisions affecting an individual's employment; or
c) Such conduct has the purpose or effect of creating an intimidating,
hostile, or offensive working environment.
2. Offensive comments, jokes, innuendoes, and other sexually oriented
statements or displays.

H. Discrimination Complaint Procedure
Each member of management is responsible for creating and maintaining an
atmosphere free of discrimination and harassment, sexual or otherwise. Further,
employees are responsible for respecting the rights of all co-workers.

If an employee believes he or she has experienced any job related harassment
based upon sex, race, color, religion, national origin, marital status, age, sexual
orientation or disability, or believes he or she has been treated in an unlawful,
discriminatory manner, the employee should promptly:
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. Report the incident to his or her supervisor. The supervisor will immediately

report the information to the City Administrator and together they will determine
how to investigate the matter and ensure that appropriate action is taken.

a) If an employee believes it would be inappropriate to discuss the matter
with his or her supervisor, the employee may bypass the supervisor and
report the complaint directly to the City Administrator or to the Mayor.
The person receiving the report shall consult with other appropriate
parties, and together they will determine how to undertake an
investigation and ensure appropriate action is taken.

The complaint will be kept confidential to the extent possible.

If the City determines that an employee is guilty of harassing or discriminating
against another employee, appropriate disciplinary action will be taken against
the offending employee, up to and including termination of employment.

The City prohibits any form of retaliation against any employee for filing a good
faith complaint under this policy or for assisting in a complaint investigation.

Any employee who makes a complaint in bad faith, who provides false
information regarding a complaint or who engages in any form of retaliation will
be subject to disciplinary action, up to and including termination.

. Employment of Imnmediate Family

1.

Members of the immediate family of City elected officials will not be
employed by the City in any capacity.

Members of the immediate family of employees will not be hired if:

a) One individual would have the authority or power to influence decisions,
supervise, hire, remove or discipline the other;

b) One individual would be responsible for financially auditing the work of
the other;

c) One individual would handle confidential material that creates improper
or inappropriate exposure to that material by the other; or

d) The member of the immediate family would be employed in the same
department as the employee with the following two exceptions:

(1)  Extra help employees may be employed in the same
department as an immediate family member if no conflict of
interest exists, including those outlined above.

(2)  Spouses may be employed in the same department if no
conflict of interest exists, including those outlined above.

If two employees marry, enter into a domestic partnership or become
related, and in the judgment of the City Administrator, the problems noted
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above exist or could exist, one of the employees will be required to
terminate employment unless some step can be taken to eliminate the
problem. The decision to define and implement steps to eliminate the
problem is at the sole discretion of the City Administrator. A decision as to
which employee will remain must be made by the two employees within 30
days of the date they marry, enter into a domestic partnership or become
related. If the parties do not make a decision within 30 days, the City
Administrator shall make the determination.

J. Personnel Files

Official personnel files are maintained by the City Administrator or designee. An
employee has the right to inspect his or her personnel file at reasonable times
during regular business hours. An employee wishing to see his or her personnel
file should contact the City Administrator. An employee has the right to have a
copy of any information in his or her personnel file.

Personnel files are kept confidential to the maximum extent permitted by law.

K. Reporting Improper Governmental Action

and Protecting Employees against Retaliation

1.

It is the policy of the City to encourage reporting by City employees of
improper governmental action and to protect City employees who have
reported improper governmental action in accordance with City policy by
providing remedies for retaliation.

Key Definitions:

a) Improper Governmental Action is any action by a City officer or
employee that is:

(1) undertaken in the performance of the official's or employee's
official duties, whether or not the action is within the scope of
the employee's employment; and

(2) inviolation of any federal, state, or local law or rule, is an
abuse of authority, is of substantial and a specific danger to
the public health or safety, or is a gross waste of public funds.
"Improper governmental action" does not include personnel
actions. In addition, employees are not free to disclose
matters that would affect a person's right to legally protected
confidential communications.

b) Retaliatory Action means (a) any adverse change in a City
employee's employment status, or in the terms and conditions of
employment including: denial of adequate staff to perform duties,
frequent staff changes, frequent and undesirable office changes,
refusal to assigh meaningful work, unwarranted and unsubstantiated
letters of reprimand or unsatisfactory performance evaluations,
demotion, transfer, reassignment, reductions in pay, denial of
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promotion, suspension, dismissal, or any other disciplinary action,
not independently justified by factors unrelated to the reporting of
improper government action; or (b) hostile actions by another
employee that were encouraged by a supervisor or administrator.

c) Emergency means a circumstance that if not immediately changed
may cause damage to persons or property.

Reporting Mechanism: An employee who becomes aware of improper
governmental action shall report the action to the Department Supervisor.
If the employee reasonably believes that the improper governmental action
involves the Department Supervisor, then the employee shall report the
action to the City Administrator. If the employee reasonably believes that
the improper governmental action involves the City Administrator, then the
employee shall report the action to the Mayor. The person receiving the
report shall notify the City Attorney. In an emergency, the employee may
report the improper governmental action directly to the government agency
with responsibility for investigating the improper action.

Investigation: The person receiving the report shall confer with the City
Attorney and they shall agree upon an appropriate method of investigation.
The person receiving the report shall ensure that prompt action is taken to
properly investigate.

Confidentiality: The investigation should be conducted as confidentially
as possible. Until the investigation is final, the identity of all employees
involved shall be kept confidential to the extent permitted by law. At all
times, the identity of the reporting employees shall be kept confidential to

the extent possible under law, unless the employee authorizes the
disclosure of his or her identity in writing.

When the investigation is completed, the person receiving the report shall
advise all employees involved in the investigation of a summary of the
results of the investigation, except that personnel actions taken as a result
of the investigation may be kept confidential.

If an employee fails to make a good faith attempt to follow the provided
reporting mechanism, the employee shall not be entitled to receive the
protection against retaliation provided by this policy. Any false or frivolous
claims or reporting will be subject to disciplinary action up to and including
termination.

Protection against Retaliatory Actions. The City is prohibited from taking
retaliatory action against an employee because he or she has in good faith
reported an improper government action in accordance with this policy.

a) An employee who believes he or she has been retaliated against shall
provide written notice of the charge of retaliatory action to the City
Administrator (or to the Mayor if the charge is against the City
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10.

Administrator) within 30 days of the alleged retaliatory action. The notice
shall specify the alleged retaliatory action and the relief requested.

b) The City Administrator shall have 30 days to respond to the charge.

Appeal to the State. Upon receipt of the City Administrator’s response, or
after the 30 day response period, the employee may request a hearing
before a state administrative law judge for the purpose of establishing that a
retaliatory action occurred and to obtain appropriate relief provided by law.
The employee must submit the request for a hearing to the City
Administrator within 15 days of delivery of the City Administrator’s
response, or within 15 days after the response period has expired.

Within 5 working days of receipt of a request for hearing, the City shall
apply to the State Office of Administrative Hearings for an adjudicative
proceeding before an administrative law judge (ALJ).

Relief Granted Under The Act

a) Reinstatement, with or without pay.

b) Injunctive relief necessary to return the employee to the position he
or she held before the retaliatory action and to prevent the
recurrence of retaliation.

C) Costs and reasonable attorneys' fees.

d) Penalty assessed against each individual retaliator or up to $3,000
plus recommendation to City Administrator that retaliator be
suspended or dismissed.

e) State law does not provide for general economic damages or
damages for emotional distress.

List of Agencies: The following is a partial list of agencies responsible for
enforcing federal, state and local laws and investigating other issues

involving improper governmental action. Employees having questions
about these agencies or the procedures for reporting improper
governmental action are encouraged to contact the following:

City of Long Beach Pacific County State of Washington

City Attorney or Ombudsman or Auditor’'s Office

City Administrator Prosecuting Attorney 302 Sid Snyder Avenue SW
Long Beach City Hall P O Box 45 Olympia, WA 98504-0021
PO Box 310 South Bend, WA 98586 Web: www.sa0.wa.qov
Long Beach, WA 98133 360-875-9361

360-642-4421 Human Rights Commission
Web: www.Long

Web: www.co.pacificwa.us 711 South Capitol Way, St 402
Beachwa.gov Olympia, WA 98504-2490

Web: www.hum.wa.gov

Dept. of Ecology

3190 - 160th SE
Bellevue, WA 98008-5852
Web: www.ecy.wa.gov
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Dept. of Labor & Industries
PO Box 44000

Olympia, WA 98504

Web: www.Ini.gov

L. Qutside Employment

The City expects that it shall be the primary employer for all regular
employees. Therefore, employees shall not engage in employment or
render services for pay for any public or private interest (including self
employment) when such activity may:

a)  Occur during working hours;

b) Detract from the efficiency of the employee while performing City
duties;

c) Constitute a conflict of interest or create an appearance of
impropriety as determined by the City Administrator;

d) Utilize confidential information or contacts made during City
employment which would give an unfair insider advantage or would
otherwise be an inappropriate use or disclosure of such information
or contacts;

e) Take preference over extra duty required by City employment;

f) Interfere with emergency callout duty;

g) Tend to impair independence of judgment or action in performance
of official duties;

h) Involve the use of any City resources such as copiers, telephones,
supplies, other equipment, or time; or

i) Interfere in any other manner with the employee’s provision of quality
customer service.

2. In order to protect the interests of both the City and the employee, it is

important that an employee and his or her Department Supervisor have an
opportunity to discuss any outside employment with the goal of avoiding
any possible conflicts between the City and the other employment.

a)

Prior to engaging in any outside employment, an employee shall
provide his or her Department Supervisor with written notice of his or
her intent to engage in the outside work. If an employee is unsure
as to these criteria or the effect of his or her outside employment,
he/she should consult with his or her Department Supervisor or the
City Administrator for clarification.

(1)  After receiving the employee’s request, the Department
Supervisor shall consult the City Administrator and if the
request complies with this policy, the City Administrator may
approve the outside employment.

(2) If the Department Supervisor determines that the outside
employment interferes with or reduces the efficiency of City
employment, then the Supervisor shall recommend to the City
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Administrator that the request to engage in the employment
shall be denied.

b) After considering the employee’s written request and the
recommendation of the Department Supervisor, the City
Administrator shall make a decision approving or denying the
request.

Failure to comply with these provisions concerning outside employment
may be grounds for disciplinary action, up to and including termination.

V. GENERAL WORKING CONDITIONS AND PERSONNEL
ADMINISTRATION

A. Working Hours

1.

The workweek for regular, full-time employees is 40 hours. The daily hours
of work shall be set by the Department Supervisor with respect to each
department as necessary for the efficient operation of the City.

Employees may be requested to work different schedules, including varying
shifts, weekends, holidays and overtime to meet the needs of the City or of
specific departments. Varying schedules or overtime may also be required
in emergency situations as defined by the City Administrator.

Employees may request to work flex time or to job share. Flex time and job
share arrangements may not interfere with efficient City operation and must
provide for effective service delivery. Flex time and job share must be
approved by the Department Supervisor, after consultation with the City
Administrator.

B. Breaks
1. Lunch and Rest Breaks

All employees working an 8 hour day shall be entitled to at least a one half
hour unpaid meal period within five hours of the beginning of their shift and
scheduled as close to the midpoint of the day as possible. In addition,
employees are entitled to a paid fifteen minute rest break for each four
hours of working time. Employees who are able to take a break as needed
do not have to take a formally scheduled break and it is the employees’
responsibility to take these breaks. Breaks shall be arranged so as not to
interfere with normal business operations. All breaks should be taken away
from the employee's immediate work area. Breaks cannot be combined or
saved until the end of the day in order to arrive at work late or to leave work
early.

2. Lactation Breaks

For one year after her child’s birth, nursing employees are allowed to take
reasonable breaks to express breast milk whenever the nursing employee
feels it is necessary to do so. A private space for this purpose will be
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established at all City work locations. If you need information on the space
at your work location contact a supervisor or the City Administrator.

C. Children in the Workplace
Employees are expected to report to work without being accompanied by children or
family members. Employees must take time off from work subject to City of
Long Beach leave policies should they need to care for children or other family
members. Any deviation from this requires written approval from the city
administrator.
D. Overtime
This section applies to non-exempt employees. Employees will receive
compensation for approved time in paid status in excess of 40 hours in a work
week. Vacation, Comp and Sick hours are considered as time in paid status.
Employees receiving overtime will be paid at one and one-half the regular hourly
rate of pay. All overtime must be authorized in advance by the supervisor.

E. Standby
This section applies to non-exempt employees. A department may assign an

employee who may be needed to work during off-hours to be on standby. Standby
assignment normally will be rotated among similarly situated employees. An
employee placed on standby shall be provided with a paging device to enable the
employee to conduct his or her personal business within range of the paging
device. Each employee on standby will receive compensation at the currently
established rate for those hours on standby, and this allowance will be suspended
when callback commences. Standby is not to be counted as hours worked for
purposes of computing overtime or eligibility to receive benefits. Employees on
standby will be expected to report for work within an hour of a request. If an
employee on standby status fails to respond to a call to return to work, he or she
may be subiject to disciplinary action.

F. Callback
This section applies to non-exempt employees. Employees called back to work
shall be paid a minimum of two hours at a rate of time and one-half. Hours worked
on callback beyond the 2-hour minimum shall be paid at the overtime rate of pay,
unless such time is part of the employee’s regularly scheduled work shift.

G. Compensatory Time
This section applies to non-exempt employees. Limited amounts of compensatory
time may be granted. An employee who is in paid status more than 8 hours in a
24 hour day or 40 hours in a work week may earn compensatory time at one and
one-half times the straight time, instead of paid overtime, when requested by the
employee and approved by the employee’s supervisor. Compensatory time may
not accumulate beyond 120 hours.

H. Inclement Weather
1. The City is in the business of providing vital public services and therefore
does not cease operations during times of inclement weather or natural
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disasters. The City may be the only organization providing essential
services to citizens. Therefore, all employees are asked to make every
reasonable effort to report to work during such times even if it is
inconvenient.

2. A non-exempt employee who is unable to get to work or who leaves work
early because of weather or natural disaster conditions may either charge
the time missed against accrued vacation leave, compensatory time, or
take leave without pay for the time missed. Tardiness due to an
employee's inability to report for scheduled work because of severe
weather conditions may be allowed up to one hour at the beginning of the
work day or at the discretion of the City Administrator. Inclement weather
or natural disaster tardiness in excess of that allowed by the City
Administrator shall be charged as provided above.

3. In the event that the City Administrator advises employees not to report to
work or to leave early due to inclement weather or natural disaster, such
time off will be paid time off and not charged to accrued vacation leave or
compensatory time. Non-exempt employees who are available and report
to work or continue to work in this situation, if requested by the City
Administrator, shall either be paid time and one-half for the actual hours
worked or be given compensatory time off, at another time mutually agreed
upon by the employee and the supervisor.

l. Performance Evaluations
1. Each regular employee's performance will be evaluated by his or her
supervisor on an annual basis. This will include a self-evaluation and be
completed by January 315 each year. The City also has a formal
performance evaluation system.

2. Employees who disagree with their formal performance evaluations may
provide comments on the evaluation form itself and may also submit a
rebuttal in writing that will be attached to a copy of their performance
evaluation and kept in their official personnel file. Employees may also
appeal pursuant to Section 8 Complaint Resolution Procedure.

J. Classification and Compensation Plan
The City has a strong interest in attracting and retaining excellent employees. ltis
the policy of the City to maintain a comprehensive classification and compensation
program. Within budget limitations, the City endeavors to pay salaries competitive
with those paid within comparable jurisdictions and within the applicable labor
market.

The City Administrator shall be responsible for the administration of the
classification and compensation plan. All changes in classifications and changes
in assignment of classifications to salary ranges must be approved by the City
Council.
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1. Job Classification
The Job Description and Salary Range assigned to the responsibilities of a
position is the ‘job classification.” A job description includes a job title and
statements that define the position, including essential and marginal job
functions and qualifications for knowledge, ability, experience and training.
The experience and training qualifications in the job description are
considered to be minimum qualifications. Salary range assignments are
recommended by the City Administrator, with input from the Department
Supervisor. Periodically, the City may revise job classifications as needed
or as part of a compensation study.

2. Classification Review
Positions sometimes evolve as a result of changed duties and
responsibilities assigned by a supervisor. A classification review studies
these changes to determine if a different job description and salary range
assignment is appropriate. Importantly, not all changes warrant a different
salary range assignment, the majority of the assigned duties must be a
different type or complexity that is compensated at a different level to
warrant a different salary range assignment.

3. Steps and Increases
The compensation plan consists of six salary steps which are referred to as
a salary range. Step 1 is the bottom; Step 6 is the top.

Regular employees not at the top step are eligible for advancement to the
next step annually. The step increase will be effective on the step increase
date.

4. Starting Rates of Pay
New employees generally will begin their employment at Step 1 of the
salary range for the position. At the request of a Department Supervisor,
the City Administrator may recommend to the Mayor that a new employee
start at a higher step. The Mayor must give approval prior to offering a
salary above step 1. Offers will be extended by either the City
Administrator or the Department Supervisor.

Circumstances that support hiring above Step 1 include:
a) Additional and directly applicable education or experience above the
minimum requirements;

b) Market conditions, including the applicant’s current salary, that
support a higher starting salary;

C) The proposed higher salary will not create inequities with existing
internal salaries.

5. Promotion
A regular employee receiving a promotion shall be placed in the first step in
the new salary range that provides for at least a 5% increase or the top step
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of the new salary range if there is not a step that allows at least a 5%
increase. The employee’s promotion date becomes the employee’s step
increase date.

If the Department Supervisor believes that circumstances warrant an

exception to the 5% placement rule, and if the City Administrator concurs,

they may recommend to the Mayor a higher placement. Circumstances that

support a placement greater than a 5% increase are:

a) Additional and directly applicable education or experience above the

minimum requirements;

b) Market conditions that support a higher starting salary;

c) The proposed higher salary will not create inequities with existing
internal salaries.

6. Transfer
A regular employee receiving a transfer shall remain in the same step and
retain the same step increase date.

7. Demotion
Disciplinary Demotion. If the demotion is a result of a disciplinary action,
the employee shall be placed in the highest step in the new salary range
that provides for a decrease. The demotion date will become the
employee’s new step increase date.

Any Other Demotion. If the demotion is a result of any reason other than
discipline and the employee’s current salary is within the new salary range,
the employee shall remain at the same rate of pay until the employee’s next
step increase date. On the step increase date, the employee shall move to
the next step in the new salary range that provides for an increase. The
employee shall retain the same step increase date.

If the employee’s current salary is higher than the top step of the new salary
range, the employee shall be placed in the top step of the new salary range.

8. Pay Schedule
The City is on a semi-monthly pay schedule that provides the equivalent of
24 paydays during a standard year (12 months divided by two).

9. Out of Class Pay

When a Department Supervisor or the City Administrator assigns a regular
employee substantially higher paid responsibilities outside the scope of his or her
job classification, the employee shall be paid an additional 10% for the entire
period of the out of class work. The assignment and the out of class pay must be
in writing and approved by the City Administrator prior to the Department
Supervisor making the assignment.

K. Garnishment
The City will honor and process any legally served writ of garnishment against any
employee without prejudice towards the employee.
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L. Longevity
The City realizes the importance of quality staff to continue their service to the City

and in recognition of the quality employees continued service to the City; the
employee shall be eligible for longevity pay upon the completion of certain number
of years of service. The employee will receive a one percent (1%) increase in their
base pay upon the completion of fifteen (15) years of service to the City. The
employee will receive a one and a half percent (1.5%) increase upon the
completion of twenty years (20), and upon the completion of twenty-five years (25)
the employee will receive a two percent (2%) increase in the base pay. Upon
completing thirty years (30) of service to the City the employee will receive a two
and a half percent (2.5%) increase to their base pay.

M. Employee Training and Development
It is the intent of the City to provide training opportunities to employees for building
of skills directly related to the job. These opportunities may include in-house
workshops, or workshops and seminars sponsored by other agencies or
institutions.

N. Reasonable Accommodation
The City of Long Beach does not discriminate against qualified individuals with a
disability with regard to any aspect of employment and is committed to complying
with the Americans with Disabilities Act.

The City recognizes some individuals with disabilities may require reasonable
accommodations. If an employee is disabled or becomes disabled (meaning he or
she has a mental or physical impairment substantially limiting one or more of the
major life activities) and requires a reasonable accommodation, the employee
must contact the City Administrator to begin the interactive process.
Accommodation requests may be made orally or in writing to the City
Administrator. Requests may be made by the employee, the employee’s
supervisor or someone on behalf of the employee.

A reasonable accommodation is assistance or changes to a position or working
conditions that will enable an employee with a disability to perform the essential
functions of their job. The City will provide reasonable accommodation to
employees with medically certified disabilities, unless doing so would pose an
undue hardship.

The City Administrator will meet with the employee to review the accommodation
process, answer questions and provide the necessary forms which include a
Medical Certification form to be completed by the employee’s physician.

If the Medical Certification does not confirm that the employee has a disability, The
City Administrator will seek clarification from the medical provider and the
employee before rejecting the request. If the Medical Certification confirms that
the employee has a disability, the employee, supervisor and City Administrator will
meet and begin an interactive process. The interactive process will include
discussing the disability, limitations, and possible reasonable accommodations
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VL.

that may enable the employee to perform the functions or his or her position, make
the workplace readily accessible to and usable by the employee, or otherwise
allow the employee to enjoy equal benefits and privileges of employment.
Following the interactive process, a decision will be made and the employee will
be notified if the accommodation is approved or denied.

BENEFITS

All benefits apply to regular and limited term employees and selected benefits apply to
extra help employees and paid interns. These benefits contribute to total compensation.
Complete descriptions of these benefits are available from City Hall.

A. Group Insurance
Applies to: Regular and limited term employees.
Employees and their dependents are generally eligible for medical, dental, vision,
long term disability, life insurance, and the employee assistance program as
defined by the City and as authorized by the carrier. The City makes contributions
to the cost of these benefits as authorized by the City Council by resolution.
Regular and limited term regular part-time employees and their dependents, if
eligible, receive City contributions for such insurance for the employee only.

The City reserves the right to make changes in the carriers and provisions of these
programs when deemed necessary or advisable, and will make reasonable
attempts to give prior notice to employees of any changes.

B. 457 Plan
Applies to: Regular and limited term employees.
The City provides a 457 Deferred Compensation program for eligible employees.
Employees must defer funds into this plan which have been allocated for benefits
by the City but are not used by the employee. In addition, an employee may make
personal contributions to this plan through payroll deduction, up to the limits set by
law.

C. Retirement
Applies to: All employees determined to be eligible by state law.
The City contributes to the Washington State Public Employees Retirement
System (PERS) as prescribed by law. State law determines employee eligibility.
For more information, contact the City Administrator or the Washington State
Department of Retirement Systems.

D. Vacation
Applies to: Regular and limited term employees.
Employees accrue paid time off for vacation. Regular and limited term part-time
employees receive prorated vacation accrual based on the ratio of their normally
scheduled work week to a forty-hour week.

1. Accrual Table
Vacation shall be accrued monthly as follows:
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Months of Employment | Days of Vacation | Hours Accrued
Completed per Year per Month
0-12 12 6.67
13-36 13 7.33
37 -60 14 8.00
61-120 15 10.0
121 - 144 16 10.67
145 - 180 17 12.00
181 - 240 18 13.33
241 + 19 15.33

2. Carryover Maximum
The maximum number of vacation hours that may be carried over from December
31 of one year to January 1 of the next year is 160 hours.

3. Carryover Exceptions

Employees with a vacation balance in excess of the carryover maximum should
reduce the balance to the maximum. [f an employee perceives they cannot use
vacation because City operations have prevented it, the employee should discuss
the matter with their supervisor well ahead of requesting a carryover exception. If
the employee and supervisor are unable to plan for the employee to take the time
off, they may request a carryover exception. The Department Supervisor with the
approval of the City Administrator may allow a carryover exception of unused
accrual in excess of the carryover maximum. An employee will not be granted an
exception two years in a row.

4. Forfeiture
Unused vacation leave in excess of the carryover maximum shall be forfeited at
the end of the calendar year unless a carryover exception has been granted.

5. Requesting Vacation

In requesting vacation, employees should consider the City's needs to conduct the
public business and to have time to plan for vacation coverage. Supervisors
should respect employees’ needs to take vacation. An employee’s reasonable
request for vacation should be approved unless the granting of the vacation would
negatively compromise the business needs of the City. In case of a conflict in
scheduling vacation leave, normally the earliest request shall be given the
preferred vacation choice.

An exempt employee shall not have deductions taken for vacation absences of
less than a full day.

Vacation for a new employee shall accrue but shall not be used until after six
months unless special authorization has been granted by the City Administrator.
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The City Administrator is authorized to negotiate higher accrual levels and/or
starting balances of vacation with individual staff members.

6. Separation from Service

In the event of separation from service for any reason other than at retirement the
employee shall be paid for any accrued vacation earned and not taken. in the
case of separation for any reason when the employee is eligible for retirement as
defined by the rules and regulations of the Washington State Public Employees
Retirement System the maximum cash out shall be 160 hours. This will be
honored upon separation once the City has received all City equipment and keys
from departing employee.

E. Holidays

1. Observed Holidays

Applies to: Regular employees.

Employees receive paid time off for holidays. Regular employees receive prorated
holiday benefits based on the ratio of their normally scheduled work week to a
forty-hour week.

Floating Holiday Chosen by Employee
New Year's Day January 1

Martin Luther King's Birthday 39 Monday in January
President’'s Day 3" Monday in February
Memorial Day Last Monday in May
Independence Day July 4

Labor Day 13t Monday in September
Veteran’s Day November 11
Thanksgiving 4t Thursday in November
Employees’ Day Day after Thanksgiving
Christmas December 25

If a designated holiday falls on a Saturday, the preceding Friday shall be observed
and if the holiday falls on a Sunday, the following Monday shall be observed. If a
designated holiday falls on any other regularly scheduled day off, it shall be
observed on the work day immediately preceding or following the holiday as
determined by the City Administrator.

Nonexempt regular employees working on a holiday (either the actual holiday or
the City recognized holiday) shall be paid at time and a half for all hours worked.
In the case that an employee works both the actual holiday and the corresponding
City recognized holiday, the employee shall only receive the holiday pay for one of
the days. The pay shall be for the hours worked on actual holiday.

F. Sick Leave
Applies to: All employees
Employees accrue paid time off for sick leave at the rate of eight hours for each
month worked. Regular and limited term part-time employees receive prorated
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sick leave accrual based on the ratio of their normally scheduled work week to a
forty-hour week. The City Administrator is authorized to negotiate starting
balances of sick leave with individual staff members. Seasonal part time
employees earn one hour of sick leave for every 40 hours worked. This leave may
be used beginning on the 90" calendar day of employment.

1. Purpose

The purpose of sick leave is to provide an ‘insurance policy’ of a bank of paid
leave to be used in the event that an employee or immediate family member
experiences an iliness or disability that requires an employee to be absent from
work. Employees who are ill or disabled are expected to use sick leave to recover
and to not report to work when they could expose co-workers to iliness.
Employees shall use leave to account for any sick leave related absence whether
full or partial day unless they have otherwise made up the time in the same work
week.

2. Use of Sick Leave
a) Employee
Sick leave may be used when an employee is ill, injured, disabled (including a
disability due to pregnancy or childbirth) or has been exposed to a contagious
disease where there is a risk to the health of others, or for medical or dental
examinations or treatment when such appointments cannot be scheduled
outside of working hours, or when the use of a prescription drug impairs job
performance or safety.

b) Immediate Family Members

Sick leave may be used to care for a member of the immediate family who is ill,
injured or disabled. Sick leave may also be used for qualifying Family Leave
provided for in the Family Leave section.

c) Closures

Sick leave may be used if the Employee’s place of business or child’s school is
closed by public official for health reasons.

d) Victims of Domestic Violence Leave

Applies to: All employees

Employees who are victims of domestic violence, sexual assault, or stalking
may take Sick leave from work to take care of legal or law enforcement needs
or to get medical treatment, social services assistance, or mental health
counseling. Employees who are qualifying family members of a domestic
violence victim are also eligible for leave under this policy.

While Sick leave is available employees may elect to use vacation or other
accrued paid time off while on leave.

Employees must give as much advance notice of the need for leave under this
policy as is possible. Leave requests must be supported with one or more of
the following:



+ A police report indicating the employee or employee’s family member was a

victim.

* A court order providing protection to the victim.

+ Documentation from a healthcare provider, advocate, clergy, or attorney. O
An employee’s written statement that the employee or employee’s family

member is a victim and needs assistance.

For purposes of this section only, family member means child, spouse, parent,
parent-in-law, grandparent or person the employee is dating. The City may
request verification of family relationship.

e) Doctor’s Note

After three consecutive work days of sick leave an employee may be asked to
provide a doctor’s note or other evidence of inability to work at the discretion of
the supervisor or Department Supervisor.

f) Notification

Each employee, or someone on their behalf, should inform their supervisor if
unable to come to work. This notification should be done each day prior to the
scheduled starting time unless it is not practicable to do so. Employees on
long term leave need not notify their supervisor daily.

3. Conversion of Vacation to Sick Leave

If an employee on approved vacation is hospitalized or experiences a similar
extraordinary sick leave event, the employee may make a written request to the
City Administrator to convert the sick leave connected time from vacation leave to
sick leave. The City Administrator shall consider the facts involved and shall
approve or deny the request.

3b. Conversion of Sick Leave to Vacation Leave

Sick Leave Conversion Employees shall have the option to increase their monthly

accrual of vacation accrual in exchange for reducing their monthly sick leave
accrual as follows (This must be approved by the City Administrator):

a) Employees who have accumulated 480 hours of sick leave may elect
through appropriate notification to payroll to participate in a leave conversion
program that provides for an automatic conversion of additionally earned sick
leave to vacation leave at the rate of 0.65 hours per month;

b) Employees who have accumulated 720 hours of sick leave may elect
through appropriate notification to payroll to participate in a leave conversion
program that provides for an automatic conversion of additionally earned sick
leave to vacation leave at the rate of 1.33 hours per month;

¢) Employees who have accumulated 960 hours of sick leave may elect
through appropriate notification to payroll to participate in a leave conversion
program that provides for an automatic conversion of additionally earned sick
leave to vacation leave at the rate of 2.67 hours per month.



4. Maximum Balance
There is no maximum balance on sick leave.

5. Separation from Service
Upon separation, if an employee is eligible for retirement as defined by the rules
and regulations of the Washington State Public Employees Retirement System.

6. On-the-job Injury

An employee who has an on-the-job injury and receives time loss payments from
the Washington Department of Labor and Industries (L & 1) may not use sick leave
for the same hours for which the employee receives the time loss payment. An
employee may use sick leave to supplement the time loss payment for the
purpose of continuing to receive his or her normal salary. If sick leave is
exhausted, the City will use other available leave to supplement the time loss,
unless the employee otherwise notifies Payroll in writing. If an employee is
awarded time loss payments for a period that the employee has already used sick
leave or other available leave, the employee shall submit the L & | check to
Finance and ‘buy back’ the equivalent amount of leave used. While on time loss,
the employee’s salary may not exceed the employee’s normal salary when not on
time loss.

G. Donated Leave
Applies to: Regular and limited term employees.
A Department Supervisor may recommend that the City Administrator allow a
regular employee to receive donated sick leave from another regular employee.
The City Administrator may approve the donated leave if he or she finds that the
employee meets all of the following criteria.

1. Criteria

a) The employee needs leave that qualifies for sick leave, which is of an
extraordinary or severe nature and that has caused, or is likely to cause, the
employee to either go on leave without pay or to terminate employment; and

b) The employee has depleted all of his or her available leave time; and

c) The employee has abided by all applicable policies regarding sick leave use;
and

d) The employee has been found ineligible for benefits under Worker's
Compensation as governed by state law.

2. Donation

An employee may donate up to 25 hours annually of their sick leave balance. An
employee is not eligible to donate sick leave hours unless a balance of 80 hours
will be maintained. An employee may also choose to donate accrued vacation
leave. The donating employee in either case shall submit a written request to the
City Administrator.

3. Value of Leave
Donated hours will be used on an hour for hour basis with no consideration given
to the dollar value of the leave donated.
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4. Treatment of Leave Remaining
If more leave is donated than is used, the hours of leave that remain shall be
returned to the employee(s) donating the leave on a pro rata basis.

H. Family Leave under FNILA
Applies to: All employees meeting FMLA eligibility criteria.
The City complies with the Federal Family and Medical Leave Act and all
applicable state laws related to family and medical leave. This policy provides
detailed information concerning the terms of FMLA. State laws may have
additional requirements and provide additional protections; please check with the
City Administrator for details.

1. Length of Family Leave and Eligibility

Eligible employees may take up to 12 weeks of unpaid, family leave every 12
months for certain family and medical reasons, or up to 26 weeks of unpaid, family
leave every 12 months for military family care leave. To be eligible, an employee
must have worked for the City for at least 12 months and for at least 1,250 hours
over the previous 12 months.

2. Reasons for Taking Leave
Family leave is provided for any of the following reasons:

+ To care for an employee’s child after birth or placement for adoption or
foster care. Leave to care for a child after birth or placement for adoption or
foster care must be concluded within 12 months of the birth or placement.

+ To care for an employee’s spouse, child or parent who has a serious health
condition.

« To care for a spouse, son, daughter, parent or next of kin who has a
serious health condition as a result of military service ‘military family care’.

« For qualifying exigencies (as defined by the FMLA) when a spouse, parent,
son or daughter serving in the military is on, called to, or notified of
impending call to covered active duty.

+ If a serious health condition makes an employee unable to perform the
functions of his or her job.

3. Definitions
For the purposes of Family Leave, the following definitions apply:

« Child: A biological, adopted or foster child, a stepchild, a legal ward or a
child of a person standing in loco parentis (in place of the parent) if the child
is younger than 18; or A biological, adopted or foster child, a stepchild, a
legal ward or a child of a person standing in loco parentis if the child is 18
or older and incapable of self-care because of a mental or physical
disability.

» Military Family Care: Caring for a spouse, parent, son, daughter or next of
kin with a serious injury or iliness as a result of military service.
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« Parent: A biological parent of an employee or an individual who stood in
loco parentis to that employee when the employee was a child.

« Serious Health Condition: An injury, iliness, impairment or physical or
mental condition that involves:

a. hospital care: any period of incapacity or subsequent treatment
connected with or consequent to inpatient care (an overnight stay) in
a hospital, hospice or residential medical care facility; or

b. absences plus treatment: any period of incapacity of more than three
consecutive calendar days including any subsequent treatment or
period of incapacity relating to the same condition that also involves
1) treatment 2 or more times by a health care provider within 30
days, by a nurse or physician’s assistant under direct supervision of
a health care provider or by a provider of health care services under
orders of, or on referral by, a health care provider; or 2) treatment by
a health care provider on at least 1 occasion which results in a
regimen of continuing treatment under the supervision of a health
care provider,;

c. pregnancy: any period of incapacity due to pregnancy or for prenatal
care; or

d. chronic conditions requiring treatments: a chronic condition which 1)
requires periodic visits for treatment by a health care provider or by a
nurse or physician’s assistant under the direct supervision of a
health care provider; 2) continues over an extended period of time;
and 3) may cause episodic rather than a continuing period of
incapacity;

e. permanent/long term conditions requiring supervision: a period of
incapacity which is permanent or long-term due to a condition for
which treatment may not be effective. The employee or family
member must be under the continuing supervision of, but need not
be receiving active treatment by, a health care provider;

f. multiple treatment (non-chronic conditions): any period of absence to
receive multiple treatments (including any period of recovery there
from) by a health care provider or by a provider of health care
services under orders of or on referral by, a health care provider,
whether for restorative surgery after an accident or other injury, or for
a condition that would likely result in a period of incapacity of more

than three consecutive calendar days in the absence of medical
intervention or treatment.

g. incapacity: inability to work, attend school or perform other regular
daily activities due to the serious health condition, treatment
therefore or recovery there from.

+ Qualifying Exigency: An urgent need that arises out of the fact that a
covered military member is on, called to, or notified of impending call to



covered active duty status. The most common qualifying exigencies include
attending military functions, making financial and legal arrangements, and
arranging for child care. The Department of Labor maintains a complete list
of qualifying exigencies.

4. Intermittent Leave

Under some circumstances, family leave may be taken in separate blocks of time
or by reducing a normal weekly or daily work schedule. Family leave may be
taken intermittently if medically necessary because of a serious health condition
(the employee’s, or that of a spouse, child or parent). If family leave is for birth or
placement for adoption or foster care, use of intermittent leave is subject to
Department Supervisor approval.

5. Paid Leave before Unpaid Leave
When an employee has paid leave or comp time available that paid leave must be
exhausted before unpaid leave is allowed as family leave.

6. Advance Notice

An employee shall provide advance notice of the need for family leave along with
the requested dates for the leave. Taking leave, or reinstatement after leave, may
be denied if these requirements are not met.

Notice must be provided at least 30 days in advance of the leave if the reason for
the leave is birth, placement for adoption or foster care. If 30 days notice is not
possible due to the employee taking physical custody of the child at an
unanticipated time, notice must be given as soon as possible and at least within 5
working days of the placement. The employee shall adhere to the dates of leave
requested unless the birth is premature, the mother is incapacitated by the birth
and is unable to care for the child, the employee takes physical custody at an
unanticipated time or the employee and Department Supervisor agree to alter the
dates. If there is a premature birth, incapacity or unanticipated placement, the
employee must give notice of revised dates as soon as possible and at least within
5 working days.

Notice must be provided at least 14 days in advance of the leave if the reason for
the leave is a serious health condition and the leave is foreseeable. The
employee should make reasonable efforts to schedule the leave to not unduly
disrupt the City’s operations. If the leave is not foreseeable, the employee or the
employee’s representative shall provide notice within 1 or 2 working days, except
in extraordinary circumstances.

7. Medical Certification

The City requires the provision of a medical certification to support a request for
leave because of a qualifying event whenever the leave is expected to extend
beyond three consecutive working days or will involve intermittent or part-time
leave. The City may require second or third opinions, at its option and expense.

The City may require all employees on family leave due to the employee’s serious
health condition or due to the birth of a child to provide a medical certification of
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fitness for duty prior to return to work after a medical leave, dependent on the
circumstance as it relates to the employees’ duties.

8. Periodic Reporting
If an employee takes leave for more than two weeks, the City may require the
employee to periodically report on his or her status and intent to return to work.

9. Health Insurance

During an FMLA of absence, while an employee is in an unpaid status and unable
to pay their portion of contributions for health insurance, the City will pay the City’s
portion and the employee's portion of the cost as governed by FMLA regulations.
Therefore, employees covered by the City’s group health plan (medical, dental or
vision) will continue to receive health insurance during family leave on the same
basis as during regular employment. An employee will be required to pay back the
employee portion of cost paid by the City through a repayment plan regardless of
whether the employee returns to work or does not. Employees that do not return
to work after the leave will be required to pay back both the employee and the City
portion of the insurance premiums unless failure to return to work was beyond the
employee’s control as governed by FMLA regulations.

10. Other Insurance

For employees covered by other insurance plans through the City, those
coverages will continue during paid leave on the same basis as during regular
employment. For any period of unpaid leave, the employee wishing the insurance
to continue must pay for the coverage on a monthly basis prior to the month of
coverage. Check with the City Administrator for current information and costs for
coverages.

11. Couples Employed by the City

If employees married to each other request leave for the birth, adoption or foster
care placement of a child, the total family leave available to the couple is 12
weeks. The City may grant leave to only one parent at time. If the leave
requested is due to a serious health condition (the employee’s or that of the child,
spouse or parent), each employee is independently entitled to 12 weeks.

12. Determining Leave Availability

Family leave is available for up to 12 weeks during a 12-month period. For
purposes of calculating leave availability, the 12-month period is a rolling
12months measured from the first date any family leave is used. The employee is
required to notify the City if any leave qualifies as family leave. All leave qualifying
for family leave shall be designated and tracked as family leave upon the request
of the employee.

13. Special Rule for Leave Related to Pregnancy

Leave taken for the disability phase of pregnancy or childbirth when physically
unable to work, is counted against the 12-week FMLA family leave allowance. In
some cases, state law may entitle the disabled employee to leave beyond the



standard 12-week period. The City Administrator can provide information
concerning the state law and its applicability.

14. Return Rights after Family Leave
When an employee returns to work after family leave:

+ the City shall place the employee in the same position the employee held
when the leave began or in another City position with equivalent benefits
and pay;

+ the return is subject to bona fide changes in compensation or work duties; O
the employee does not have return rights if:

a. the City eliminates the employee’s position by a bona fide
restructuring or reduction-in-force; or

b. the employee takes another job; or

c. the employee fails to provide the required timely notice of family
leave or fails to return on the established ending date of the leave.

I. Spousal Military Deployment Leave under Washington State Law
Applies to: All employees
An employee who works an average of twenty or more hours a week and who is a
spouse of a military service member may take up to fifteen days of unpaid leave
while the military service members is on leave from deployment, or before and up
to deployment, during times of military conflict declared by the President or
Congress. An employee must provide the City Administrator with notice of their
intent to take leave within five business days of receiving official notice of leave
from deployment or of an impending call to duty. Leave will run concurrently with
FMLA leaves for deployment of a family member.

J. Medical Leave of Absence (non FMLA)
Applies to: Regular and limited term employees.
In addition to or in lieu of family leave, an unpaid leave of absence of up to six
months may be granted in the case of an employee’s disability when approved by
the City Administrator and when the leave will not adversely impact City
operations. The request must be supported by a physician's certificate of
necessity and reasonable expectation of a timely return to duty. Prior to
application for a non FMLA medical leave of absence, an employee's accrued sick

leave, vacation leave, compensatory time, management leave and personal days
must be exhausted.

K. Leave of Absence Without Pay
Applies to: Regular and limited term employees
Leave without pay is a temporary nonpaid status and absence from duty that
occurs when an employee doesn’t have enough, or does not qualify to use, paid
time off for the absence. All paid leave banks must be exhausted prior to
authorizing unpaid leave except when the reason for the leave does not qualify for

paid sick leave or the leave is otherwise covered by Leave for Active Duty Military
Service.
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Leave without pay for an iliness not covered by FMLA requires the Department
Supervisor approval. If such an absence exceeds three consecutive work days,
the absence requires notification and approval by the City Administrator.

The City Administrator may approve leave without pay for other personal reasons
not covered by family leave, such as parenting or caring for an ill relative; other
reasons in the best interest of the City and not solely for the employee's personal
gain or profit. To request a leave of absence without pay for personal reasons, the
employee shall submit a written request to the Department Supervisor that states
the reason for and the proposed length of the leave. If the Department Supervisor
approves of the leave, the Supervisor will forward the request to the City
Administrator. If the leave is approved, the employee and City Administrator will
enter into an agreement detailing the terms and conditions of the leave and a copy
will be filed with payroll.

L. Continuation of Benefits
Applies to: Regular and limited term employees.
Employees on any paid leave shall continue to receive all benefits including the
accrual of vacation, sick leave, holiday pay, pension, and all insurance benefits.
Employees in unpaid status shall not be entitled to and shall not accrue any of the
benefits of the City, except as provided under family leave, FMLA.

M. Bereavement Leave
Applies to: Regular and limited term employees
Employees may be granted up to three days of paid leave per event to make
arrangements for or to attend the funeral of, or memorial service for, a member of
their immediate family. If more than three days leave is necessary, earned
vacation, sick leave or compensatory time may also be used.

If while on approved vacation an employee has a death in his or her immediate
family requiring the employee to engage in activities typically covered by
bereavement leave, the employee may make a written request to the City
Administrator to convert the bereavement leave connected time from vacation
leave to bereavement leave. The City Administrator shall consider the facts
involved and shall approve or deny the request.

Regular and limited term part time employees will receive bereavement leave
prorated based on the ratio of their normally scheduled work week to a forty-hour
week.

N. Court and Jury Duty L eave
Applies to: Regular and limited term employees
Employees called to jury duty are strongly encouraged to fulfill their legal and civic
responsibility. A regular or limited term employee will be granted leave at their
regular rate of pay. Days during the period of summons when reporting to the
court is not required are not covered by this leave.
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During the regular work shift, an employee must report to work when not required
to be in court. If the court pays the employee for the jury service, that payment
must be turned in to the City. An employee is permitted to retain any mileage
reimbursement received from the court.

An employee must inform their supervisor as soon as a summons is received, and
on a daily basis as to court schedule.

Employees who have been subpoenaed for a job related matter shall be
compensated as for any other working time.

O. Military Leave

1. Military Training

Applies to: Regular and limited term employees

An employee may take up to twenty one work days per year for active duty training
if he/she is a member of the Washington National Guard, the Army, Navy, Air
Force, Coast Guard or Marine Corps Reserves of the United States. This leave is
in addition to regular vacation leave. For purposes of this section, “year” shall
mean from October 1 to September 30.

An employee will continue to receive his or her normal pay during such active duty
training, provided a written copy of the orders is submitted to the supervisor prior
to leave and a written copy of the release is submitted upon return. If the active
duty exceeds fifteen working days, the employee will be required to take the
excess time first as compensatory time, vacation, and then leave without pay.

2. Active Duty Military Service

Applies to: Regular employees

Employees who are called to, or volunteer for active duty military service will be
placed on an indefinite unpaid leave of absence for the entire time the employee is
in an active duty status with any branch of the United States Armed Forces or
state militia. The employee may, at his or her option, use any or all accrued
vacation leave or comp time prior to moving to the unpaid status. Any unused
leave accruals remaining at the time the unpaid leave begins will be held until
return to active employment with the City. Vacation and sick leave will not accrue
during the time of the unpaid leave. The employee may choose to continue
dependent medical coverage under the City’s health plans to the extent allowed
under the underwriting rules of those plans. While the employee is in an unpaid
status and unable to pay their portion of contributions for dependent health
insurance, the City will pay the City's portion and the employee's portion of the
cost. An employee will be required to pay back the employee portion of cost paid
by the City through a repayment plan upon their return from active duty leave of
absence. An employee choosing to do so needs fo contact the City Administrator
to arrange the coverage and the payment plan prior to leaving for active duty.

Reinstatement following active duty will be in compliance with state and federal
laws at the time of the return to work.
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VIl. STANDARDS OF EMPLOYEE CONDUCT

The City expects all employees to strive for excellence, to exhibit the City Values
in their work, to accomplish organizational and individual performance goals and to
provide superior customer service.

A. Personal Appearance and Demeanor
Employees are expected to dress in attire appropriate to their job tasks and to
behave in a professional, businesslike manner at all times.

Employees failing to adhere to City standards with respect to appearance and
demeanor are subject to disciplinary action, up to and including termination.

B. Absenteeism and Tardiness
Employees are expected to report for work promptly and maintain good
attendance. The supervisor must be advised of absence or late arrival prior to the
beginning of the shift. Absenteeism or tardiness that is unexcused may be grounds
for disciplinary action, up to and including termination.

C. Solicitations and Distribution of Literature
In the interest of maintaining a proper business environment and preventing
interference with work and inconvenience to others, employees may not distribute
literature or post materials, sell merchandise, solicit financial contributions or
otherwise solicit for any cause during working hours. Employees who are not on
working time (for example on lunchtime or break) may not solicit employees who
are on working time. An employee (including any employee with management
responsibility) shall not directly solicit any employee he or she supervises or
otherwise exercises some element of control over. All employees shall recognize
that any employee has the right to say “no” to any solicitation. E-mail shall not be
used to solicit employees for any purpose.

Employees may utilize such things as an employee newsletter or the employee
lunch room bulletin board if approved by the City Administrator’s Office for
personal messages of this nature. Violation of this policy may be grounds for
disciplinary action, up to and including termination.

Non-employees are prohibited from distributing material or soliciting employees on
City premises at any time.

D. Drug-Free Workplace

1. ltis the policy of the City to maintain a drug-free workplace. Actions in
violation of this policy are inconsistent with the behavior expected of
employees, subject all employees and visitors to our facilities to
unacceptable safety risks and undermine the City’s ability to operate
effectively and efficiently.

2. The unlawful manufacture, distribution, dispensation, possession, sale, or
use of a controlled substance, alcohol or other intoxicant in the workplace

42



or while engaged in City business on or off the premises or in a City vehicle
is strictly prohibited. Such conduct is also prohibited to the extent that in
the opinion of the City, it impairs an employee’s ability to perform on the job
or threatens the reputation or integrity of the City. Therefore:

a) When employees are on the job, they are expected to be physically

b)

free from any impairment or substance that could contribute to an
injury, property damage, or interfere with productivity. An employee
shall not consume any alcohol during lunch or any other break
occurring prior to the end of that employee’s work day. Workday in
this context includes any evening meeting or other similar activity on
behalf of the City. Employees are to be free of illegal drugs or
potentially impairing levels of legal substances. In short, all City
employees are expected to be “fit for work”.

Use or possession of prescription or non-prescription medication is
not prohibited when taken in accord with prescription or standard
dosage recommendations. However, employees shall notify their
supervisors when they are taking over-the-counter or prescription
drugs that could prevent the employee from performing his or her job
safely and effectively. The employee and supervisor shall work
together to determine the employee’s fitness for duty or to establish

a light duty assignment if available and appropriate. If no agreement
is reached, the fitness for duty determination shall be made by the
Department Supervisor.

An employee convicted of a controlled substance-related violation
must inform the City within five days of such conviction.

Employees who violate any aspect of this policy may be subject to
disciplinary action up to and including termination. The City may
require employees who violate this policy to successfully complete a
drug abuse rehabilitation program as a condition of continued
employment.

Employees may be required to submit to alcohol, drug or controlled
substance testing when: an employee's work performance causes
reasonable suspicion that the employee is impaired due to current
intoxication, drug or controlled substance use; testing is required
prior to appointment to a position; as a result of a job related
accident when reasonable cause exists or if required by the
Department of Transportation; or in cases where employment has
been conditioned, in a return to work agreement, upon remaining
alcohol, drug or controlled substance free following treatment.
Refusal to submit to testing when requested may result in immediate
disciplinary action up to and including termination. Testing
information shall be confidential unless used in an employer action
with regard to the employee.
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f) Employees who voluntarily enter treatment programs for drug or
alcohol addiction shall not be subject to discrimination or retaliation.
Such occurrences will be regarded as medical conditions with regard
to City provided benefits and rights. However, the City may
condition continued employment on the employee's successful
completion of treatment or counseling programs and future
avoidance of alcohol, drugs or other controlled substances. The City
has an employee assistance referral center to assist employees in
dealing with personal problems. Details are available from the City
Administrator.

3. In addition to previous sections. candidates applying for positions which
require a valid Commercial Driver's License (CDL) will be subject to
passing a pre-employment drug screening. All City employees in positions
requiring a CDL must comply with the City’s Drug and Alcohol Policy and
Procedures Manual.

E. Safety
The City is committed to providing a safe and healthful working environment. The

City makes every effort to comply with applicable federal and state occupational
health and safety laws and to develop the best feasible operations, procedures,
technologies and programs conducive to such an environment. Safety policy is
contained in the Accident Prevention and Safety Manual.

F. Weapons
No employee is authorized to carry a weapon, concealed or not, on City premises,

in City vehicles, or while representing the City. An employee carrying a weapon in
violation of this policy is subject to disciplinary action, up to and including
termination.

G. Workplace Violence
It is the policy of the City to have zero tolerance of any acts or threats of violence
by any employee in or about City facilities or elsewhere at any time. The City will
not condone any acts or threats of violence against employees, customers or
visitors in or about City premises at any time or while they are engaged in
business with or on behalf of the City off City premises.

To ensure City objectives are attained, the City is committed to the following:
1. To provide a safe and healthful work environment, in accordance with the
City safety policy.

2. To take prompt remedial action up to and including immediate termination
against any employee who engages in any threatening behavior or acts of
violence or who uses any obscene, abusive or threatening language or
gestures.

3. To take appropriate action when dealing with customers or other visitors to
City facilities who engage in such behavior. Such action may include
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notifying the police or other law enforcement personnel and prosecuting
violators of this policy to the maximum extent of the law.

4. To prohibit employees from bringing unauthorized firearms or other
weapons onto City premises.

In furtherance of this policy, employees have a duty to warn their supervisor,
Administrators of any suspicious workplace activity or situations or incidents that
they observe or that they are aware of that involve themselves or other
employees, customers or visitors and that appear problematic. This includes, for
example, threats or acts of violence, aggressive behavior, offensive acts,
threatening or offensive comments or remarks and the like. Employee reports
made pursuant to this policy will be held in confidence to the maximum possible
extent. The City will not condone any form of retaliation against any employee for
making a report under this policy.

Violation of this policy may be grounds for disciplinary action, up to and including
termination.

H. Tobacco and Vaping Free Workplace
In order to maintain a safe and comfortable working environment and to ensure
compliance with applicable laws, use of all tobacco products, including smoking
and smokeless tobacco, and vapor products is prohibited in City owned vehicles.
Smoking and vaping is prohibited within 25 feet of all building entrances, windows
that open and ventilation intakes. Violation of this policy may be grounds for
disciplinary action, up to and including termination. Designated areas will be
identified.

l. General Conduct
Employees are expected to conduct themselves in an appropriate, professional
manner. Examples of behavior that are inappropriate include, but are not limited
to:

Insubordination (as defined in Section 3),

Theft or other criminal activity;

General dishonesty including falsifying employment or other City records;
Failing to maintain confidentiality of City information;

Unwillingness or inability to maintain an acceptable level of work
performance.

oD~

Violation of this policy may be grounds for disciplinary action, up to and including
termination.

J. Personal Phones
Personal calls on city telephones and city-owned cellular phones are generally
discouraged. Such calls should be brief and to the point. Personal long-distance
calls shall not be allowed. An employee may use their personal cellular phone for
personal business during breaks and lunches only.
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K. Family members at work
Employees are expected to report to work without being accompanied by children
or family members. Employees must take time off from work subject to City of
Long Beach leave policies should they need to care for children or other family
members if the estimated time will be longer than 1 hour. Any deviation from this
requires written approval from the city administrator.

L. Searches of Property
Employees should be aware that all offices, desks, files, lockers and vehicles are
the property of City and are issued for the use of employees only during their
employment with the City. It may be necessary to conduct searches of employee
personal property in City facilities or vehicles. In addition, the City reserves the
right to search any employee’s office, desk, files, locker or any other area or article
on City premises. Searches may be conducted at any time without advance notice.
Searches must be conducted by and authorized by the City Administrator. Where
reasonable, the search will be conducted by more than one person.

Employees may not use a personal lock on City property or lockers, unless
authorized and only if a copy of the key or combination is retained by the City.

Violation of this policy may be grounds for disciplinary action, up to and including
termination.

M. Corrective Action Procedure

1. Progressive Discipline

In taking disciplinary action, Administrators and supervisors may use a variety of
measures. Where appropriate, Administrators and supervisors will follow a
program of progressive discipline designed to give the employee the opportunity to
correct behavior before it becomes a serious problem. Supervisors and
Administrators also have the responsibility to provide behaviorally-specific
feedback, either orally or in writing as appropriate, to employees to enable them to
make improvements in their performance or correct the behavior that was a
problem.

Please note that any or all of the steps outlined below, or other appropriate
measures may be utilized, depending upon individual circumstances and the
nature of the offense. Serious discipline, including immediate termination may
occur even on the first offense, in some circumstances, depending on the severity
of the situation.

The degree of corrective action depends on the severity of the situation. It is the
responsibility of the supervisor to objectively evaluate the circumstances and facts
involved and to consult with the City Administrator before beginning such action.

The City may use administrative leave with pay while conducting an investigation
into an alleged wrongdoing. This leave may be used when it is necessary to
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remove the employee from the work place pending the outcome of the
investigation.

The following are examples of a pattern of progressive discipline

a) Step One: Verbal Warning
This step is used for relatively minor offenses and problems. The supervisor
verbally discusses the concerns with the employee and lets the employee know
the nature of the problem. Written documentation of the verbal warning shall be
placed in the employee’s personnel file.

b) Step Two: Written Warning
This step is used for a repeated offense where the discipline in Step 1 has failed to
correct the problem or behavior, or for more serious problems that initially require
stronger action. Under this step, a written warning is given to the employee and
put in the employee's personnel file documenting the problem.

c) Step Three: Suspension
This step is used for repeated offenses where Steps 1 and 2 have failed to correct
the problem or behavior, or for more serious problems that initially require stronger
corrective action than the above steps. An employee is sent home without pay for
a specified period of time. For an exempt employee, unpaid suspensions shall be
in increments of workweeks. An exempt employee may also be given a period of
time off with pay to make a personal decision as to whether to change behavior
and continue employment with the City. Prior to a decision to suspend an
employee, a pre-disciplinary hearing must be held.

d) Step Four: Termination
This step is to be used for instances where an employee has failed to correct their
behavior after previous discipline or if there is a serious violation of City standards
of conduct where immediate termination is warranted.

Other examples of disciplinary methods that may be used include withholding a
scheduled pay increase, pay reduction and demotion. Prior to a decision to
terminate an employee, a pre-disciplinary hearing must be held.

2. Pre-Disciplinary Hearing.
This section does not apply to at will employees or to employees who have not
completed their initial orientation period.

When considering discipline that would deprive an employee of pay, such as a
step three suspension or step four termination, the City will conduct a
predisciplinary hearing. The hearing serves as a check against a mistaken
decision and as an opportunity for an employee to furnish reasons why he or she
should not be disciplined before the decision is finalized.

a) Notice to the Employee
The employee shall be provided with a notice of the pre-disciplinary hearing.
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The notice shall include an explanation of the charges on which the
potential discipline is based, and the time and date for the hearing.

b) At the Hearing

The hearing will be presided over by the Department Supervisor or a
designated representative. The hearings are intended to be informal. The
employee will be given an opportunity to explain why the serious discipline
should not be taken. The employee may bring one person to the hearing as a
representative. If the employee fails or refuses to appear, the Department
Supervisor shall determine the discipline without the employee’s input.

c) After the Hearing

After the hearing, the Department Supervisor will consider the information
provided and will consult with the City Administrator. As soon as possible, the
director will issue the decision. A longer review period may be required in
more complex situations, and the employee will be so informed.

N. Complaint Resolution Procedure

1. Resolving Conflict Informally
It is natural to have misunderstandings and conflict in organizations. The
purpose of this procedure is to provide a method for the resolution of such
matters in a positive and constructive manner and to give employees a means
of airing complaints regarding their employment. Employees and supervisors
are encouraged to resolve the causes of conflict or disputes between
themselves informally whenever possible.

2. Resolving Conflict Formally
When informal resolution fails, an employee may file a complaint in a more
formal manner following the procedure outlined below. No retaliation,
disciplinary action or discrimination shall occur because of the filing of a bona
fide complaint under this procedure. The procedure should not, however, be
construed as preventing, limiting, or delaying the City from taking disciplinary
action against any employee up to and including termination where disciplinary
action is deemed appropriate.

An employee who has been involuntarily separated from employment with the
City has the right to participate in this process pursuant to the terms outlined
below. Any complaint by a terminated employee must begin with step 3.

a) Complaint Definition

A complaint is a written allegation by an employee or former employee

who has been involuntarily terminated that he or she has not been treated
according to the personnel policies, or other rules or regulations.

b) 30 Days to Initiate a Complaint

Complaints must be initiated within 30 days of the alleged act and a copy of the
complaint provided to the City Administrator.
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c) Step 1 Present Complaint to Supervisor

An employee should present the complaint to the supervisor and request time
to meet and discuss the complaint.  In consultation with the City
Administrator, the supervisor shall consider the complaint and all relevant
information and respond to the employee in a timely manner.

d) Step 2 if Needed

If the problem is not resolved at Step 1, the employee shall next request a
meeting with the Department Supervisor. In consultation with the City
Administrator, the Department Supervisor will conduct an investigation and
review the matter with appropriate persons. The Department Supervisor shall
respond to the employee within 10 working days, unless the response will take
longer, in which case the Supervisor will keep the employee informed when the
response will be available.

e) Step 3 Final Step if Needed

If the problem is not resolved at Step 2 and the employee wishes to pursue the
complaint, he or she shall request a meeting with the City Administrator. The
City Administrator shall meet with the employee. The City Administrator shall
also conduct an investigation or otherwise consider information relevant to the
complaint.

The City Administrator shall issue a decision within 15 working days unless
more time is needed, in which case the City Administrator shall keep the
employee informed of when the response will be available. The City
Administrator's decision shall be final and binding on the parties.

VIIl.  SEPARATION FROM EMPLOYMENT

A. Resignation
The City expects a resigning employee to give written notice to their supervisor at

least 14 days in advance of the final working day.

B. Unauthorized 3 Day Absence
Unauthorized absence from work for a period of three consecutive days will be
considered as a voluntary resignation, unless the employee can provide a
reasonable explanation to the Department Supervisor.

C. Separation Procedures

The City Administrator will verify an employee’s separation date and notify payroll.
A final paycheck will be issued to the employee on the next regular payday after
completion of the following: exit interview, return of City keys, car, ID card, credit
cards, bus pass, tools and equipment, uniforms, printed materials, and any other
property or resources which had been made available to the employee. In addition,
the City Administrator will resolve the status of retirement plans, insurance
conversions, and deferred compensation programs, and will conduct an exit
interview.
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D. Layoff (Reduction in Force)
The City may lay off employees where there are changes in duties, reorganization
of work or positions, a position or service is abolished, there is a lack of work,
shortage of funding or for other legitimate business reasons.

1. Notice
Whenever a layoff is anticipated, employees whose jobs may be affected will
be notified of the situation, and options available, as soon as possible to allow
time to make necessary arrangements.

2. Order of Layoff
Layoffs are determined by classification on an organization-wide-basis.

Extra help employees performing similar work will be laid off first.

Regular employees will be retained on the basis of their ability to perform work
needed to meet program needs.

Where there is no demonstrable difference in ability to perform, employees
with longer service shall be retained.

3. Options
Options such as part-time work schedules, job sharing and voluntary time
and/or pay reductions, or furloughs may also be explored, at the discretion of
the City Administrator.

4. Layoff Support

Regular full time and regular part time employees are eligible for Layoff

Support. Once the employee has been notified of the future layoff, the

employee shall be eligible for:

a) Job search assistance, tailored to the particular circumstances and
authorized by the City Administrator.

b) Limited time off for interviewing, subject to the approval of the Department
Supervisor.

5. Severance
Regular full time and regular part time employees are eligible for severance.
After the layoff takes effect, the employee shall receive a severance package
consisting of four (4) weeks’ pay and 10% of the employee’s sick leave
balance. If the employee leaves employment at the City prior to the layoff
date, the employee is not eligible for the severance package.

6. Rehire List
Any regular employee who is laid off shall be placed on a City rehire list for a
period of one year from the date of layoff. An employee shall not be placed on
the rehire list if the employee leaves employment at the City prior to the layoff
date. The City will honor an employee’s written request to not be placed on or
to be removed from the list.
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An employee on the Rehire List shall be deemed eligible for an open regular
position when:
+ The employee meets the minimum qualifications listed on the
classification specification based on the information contained in the
employee’s personnel file; and

+ The position is in a salary range equal to or lower than the salary range
of the position the employee was in on the date of layoff.

When hiring for any vacancy, the Department Supervisor shall first consult the
City Administrator to determine if any employee on the rehire list is eligible for
the vacancy. If there is an eligible employee on the rehire list, the employee
shall be offered the position. In the case of more than one eligible employee on
the rehire list, the position shall first be offered to the employee with the longest
term of service with the City.

The employee has seven calendar days from the time the offer is sent to
accept the offer; failure to do so will be considered a refusal.

An employee accepting a demotion to a position in a lower salary range shall
remain on the list for the remainder of the year (based on the original layoff
date).

An employee shall be removed from the list upon rehire by the City, a third
refusal of a City job offer or the expiration of one year, whichever comes first.

If a department has a need to hire extra help while the City has any employees
on the Rehire List, the Department Supervisor shall first contact the City
Administrator before taking any other steps to hire the extra help. The extra
help opportunity shall first be offered to any employees on the rehire list
meeting the minimum requirements (in order of service with the City — longest
first). Only if all eligible employees on the Rehire List refuse the extra help
opportunity may the department proceed to outside hire. Neither acceptance
nor refusal of an extra help opportunity shall affect an employee’s status on the
Rehire List.

IX.  CLOSING STATEMENT

Welcome to the City of Long Beach. If you have any questions about this handbook, please ask
your supervisor or visit the City Administrator.
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X. APPENDIX A - CODE OF ETHICS

The purpose of the City of Long Beach Code of Ethics is to strengthen the quality of government
through ethical principles which shall govern the conduct of the City’s elected and appointed
officials, and employees, who shall:

1. Be dedicated to the concepts of effective and democratic local government.
Guidelines:

Democratic Leadership: Officials and staff shall honor and respect the principles and spirit
of representative democracy and set a positive example of good citizenship by
scrupulously observing the letter and spirit of laws, rules and regulations.

2. Affirm the dignity and worth of the services rendered by government and maintain a deep
sense of social responsibility as a trusted public servant.

3. Be dedicated to the highest ideals of honor and integrity in all public and personal
relationships.

Guidelines:

Public Confidence: Officials and staff shall conduct themselves so as to maintain public
confidence in city government and in the performance of the public trust.

Impression of Influence. Officials and staff shall conduct their official and personal affairs
in such a manner as to give the clear impression that they cannot be improperly influenced
in the performance of their official duties.

4. Recognize that the chief function of local government at all times is to serve the best
interests of all the people.

Guidelines

Public Interest: Officials and staff shall treat their office as a public trust, only using the power
and resources of public office to advance public interests, and not to attain personal benefit
or pursue any other private interest incompatible with the public good.

5. Keep the community informed on municipal affairs; encourage communication between the
citizens and all municipal officers; emphasize friendly and courteous service to the public;
and seek to improve the quality and image of public service.

Guidelines

Accountability: Officials and staff shall assure that government is conducted openly,
efficiently, equitably and honorably in a manner that permits the citizenry to make informed
judgments and hold city officials accountable.

Respectability: Officials and staff shall safeguard public confidence in the integrity of city
government by being honest, fair, caring and respectful and by avoiding conduct creating
the appearance of impropriety or which is otherwise unbefitting a public official.

6. Seek no favor, believe that personal benefit or profit secured by confidential information or
by misuse of public time is dishonest.
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Guidelines

Business Interests: Officials and staff shall have no beneficial interest in any contract which
may be made by, through or under his or her supervision, or for the benefit of his or her
office, or accept directly or indirectly, any compensation, gratuity or reward in connection
with such contract unless allowed under State law.

Private Employment: Officials and staff shall not engage in, solicit, negotiate for, or promise
to accept private employment or render services for private interests or conduct a private
business when such employment, service or business creates a conflict with or impairs the
proper discharge of their official duties.

Confidential Information: Officials and staff shall not disclose to others, or use to further their
personal interest, confidential information acquired by them in the course of their official
duties.

Gifts: Officials and employees shall not directly or indirectly solicit any gift or accept or receive
any gift whether it be money, services, loan, travel, entertainment, hospitality, promise, or
any other form - under the following circumstances: (a) it could be reasonably inferred or
expected that the gift was intended to influence the performance of official duties; or (b) the
gift was intended to serve as a reward for any official action on the official’s or employee’s
part.

Investments in Conflict with Official Duties: Officials and employees shall not invest or hold
any investment, directly or indirectly, in any financial business, commercial or other private
transaction that creates a conflict with their official duties.

Personal Relationships: Personal relationships shall be disclosed in any instance where
there could be the appearance of a conflict of interest.

Business Relationships: Officials and staff shall not use staff time, equipment, or facilities for
marketing or soliciting for private business activities.

Reference Checking: Reference checking and responding to agency requests are a normal
function of municipal business and is not prohibited if it does not adversely affect the
operation of the City.

7. Conduct business of the city in a manner which is not only fair in fact, but also in appearance.

Guidelines

Personal Relationships: In quasi-judicial proceedings elected officials shall abide by the
directives of RCW 42.36 which requires full disclosure of contacts by proponents and
opponents of land use projects which are before the City Council. Boards and
Commissions are also subject to these fairness rules when they conduct quasi-judicial
hearings.

Not knowingly violate any Washington statutes, City ordinance or regulation in the course of
performing their duties.
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CITY OF CITY COUNCIL
ONGBEACH o
foaly

Meeting Date: March 5, 2018

AGENDA ITEM INFORMATION

SUBJECT: Surplus Bid Originator:
A d Mayor
YR City Council
City Administrator DG
City Attorney
City Clerk

City Engineer

Community Development Director

Fire Chief

Police Chief

Streets/Parks/Drainage Supervisor

COST: N/A Water/Wastewater Supervisor

Other:

SUMMARY STATEMENT: The city received bids for the equipment on the
following page, with high bidders highlighted in Yellow.

RECOMMENDED ACTION: Approve the sales of surplus equipment to the
highest bidders.
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CITY OF CITY COUNCIL
ONGBEACH f—
T

Meeting Date: March 5, 2018

AGENDA ITEM INFORMATION

SUBJECT: Originator:
. . Mayor
Amendment_ to _Blosqllds City Council
Forest Application Site City Administrator DG
Soil Sampling plan City Attorney
City Clerk

City Engineer

Community Development Director

Finance Director

Fire Chief

Police Chief

Streets/Parks/Drainage Supervisor

COST: $11.600 Water/Wastewater Supervisor

Other:

SUMMARY STATEMENT: The Department of Ecology made a site visit on
January 16" and concluded that the proposed biosolids application site will
require a forest management plan prior to DOE approval. The agreement
covers additional expenses related to the site & DOE final approval

RECOMMENDED ACTION: Authorize the Mayor to sign the amended
agreement with Gray & Osborne.




David Glasson

From: Nancy Lockett <nlockett@g-o.com>
Sent: Thursday, February 22, 2018 11:26 AM
To: David Glasson

Subject: Biosolids Permit Amendment
Attachments: Long Beach Amend No. 2_001.pdf
David,

Completing the biosolids permit application for the new site is becoming more of an effort than we had anticipated. We
have exceeded the previous budget included in Amendment No. 1 and respectfully request the City review the attached
Amendment No. 2 to the Biosolids Forest Application Site Soil Sampling Plan Engineering Services Agreement dated June
6,2017.

This Amendment includes compensation for Washington Forestry Consultants, Inc. for preparation of the Forest
Management Plan, a site visit on January 16, 2018 to meet with Ecology and anticipated revisions to the biosolids
application. Ecology will be sending a second round of comments shortly.

Thank you for considering this request. Please do not hesitate to contact me if you have any questions.

Thanks, Nancy

Nancy Lockett, P.E. | Project Manager | 206.284.0860 p | 206.283.3206 f
Gray & Osborne, Inc. | 701 Dexter Ave. N., Suite 200, Seattle, WA, 98109

|
=
b i Please consider the environment before printing this email.

Electronic File Transfer-

Note that these electronic files are provided as a courtesy only. Gray & Osborne, Inc. in no way guarantees the accuracy or completeness of the digital
data contained within these files. Furthermore, Gray & Osborne, Inc. assumes no liability for any errors or omissions in the digital data herein. Anyone
using the information contained herein should consult the approved or certified hard copy drawings or reports for the most current information available.



AMENDMENT NO. 2

TO
CONTRACT FOR PROFESSIONAL ENGINEERING SERVICES
G&O JOB NO. 17524
THIS AMENDMENT, entered into this day of 2018, by and

between the City of Long Beach, Washington, hereinafter referred to as the Agency, and
Gray & Osborne, Inc., hereinafter referred to as the Engineer, hereby modifies the
contract for engineering services dated (by Agency) June 6, 2017, for additional services
related to the Biosolids Forest Application Site Soil Sampling Plan.

Article 2

This article is amended as follows.

Upon execution of this Amendment the Engineer shall provide engineering
services more fully described in Exhibit “A.”

Article 4
This article is amended as follows:
The total cost of these additional services shall not exceed the amount shown in

Exhibit "B" without further written authorization by the Agency.

IN WITNESS WHEREQF, the parties hereto have executed, or cause to be executed by
their duly authorized officials, this AMENDMENT to the Contract for Engineering
Services in duplicate on the respective dates indicated below.

GRAY & OSBORNE, INC. CITY OF LONG BEACH
.—?
by [), By:
(Signature) (Signature)

Name: Brian L. Sourwine, P.E., Principal Name:

GRAY & OSBORNE, INC. (Print)

Date: - 1-(8 Date:

"Equal Opportunity/Affirmative Action Employer"”

(February 21, 2018) Page 1 of 3



EXHIBIT “A”
SCOPE OF WORK

The Department of Ecology has notified the City that a forest management plan,
additional mapping and revisions to the biosolids application permit are required.

This scope of work includes the preparation of a forest management plan by a licensed

forester, a site visit with the City and Ecology to review the condition of the site and
revisions to the biosolids application as directed by Ecology.

(February 21, 2018) Page 2 of 3



EXHIBIT "B"

ENGINEERING SERVICES
SCOPE AND ESTIMATED COST

City of Long Beach Biosolids Forest Application Site - Soil Sampling Plan
Amendment No. 2

AutoCAD/
GIS Tech./
Principal Civil Eng. Eng. Intern
Tasks Hours Hours Hours
Site Visit 12
Permit Revisions including GIS 36 16
mapping
Hour Estimate: 48 0 16
Fully Burdened Billing Rate Range:* $112to $184 | $96to $126 $42 to $120
Estimated Fully Burdened Billing Rate:* $165 $96 $87
Fully Burdened Labor Cost: $7,920 $0 $1,392
Total Fully Burdened Labor Cost: $ 9,312
Direct Non-Salary Cost:
Mileage & Expenses (Mileage @ current IRS rate) $ 209
Subconsultant: WFCI $ 1,890
10% Subconsultant Overhead: $ 189
TOTAL ESTIMATED COST: $ 11,600

* Actual labor cost will be based on each employee's actual rate. Estimated rates are for
determining total estimated cost only. Fully burdened billing rates include direct salary cost,
overhead, and profit.

(February 21, 2018) Page 3 of 3
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28,547
26,768
30,896
23,546

February
49,300
51,265
56,932
59,764
66,376
61,142
74,756
55,633

March
68,154
73,023
82,861
84,608
93,730
91,815

78,456

Sales Tax Collections

April
88,585

95,682

106,148
112,491
121,191
121,800

102,204

May
115,689
126,703
141,699
151,378
160,534
163,162

135,161

June

144,698
159,542
176,701
187,262
202,137
203,466

168,777

July
174,771
191,030
213,094
225,284
241,244
244,946

202,637

August
212,072
231,057
258,276
275,778
287,580
297,850

244,958

mmum
255,774
277,025
310,678
331,011
346,931
362,899

294,522

Oct
302,044
330,401
379,984
393,921
412,941
431,744

351,500

Nov
346,761
374,670
423,199
444,779
468,082
491,129

397,699

Dec
370,112
408,896
455,570
476,415
500,115
526,625

427,290



David Glasson

From: Kim Bradford <kim.bradford@pdc.wa.gov>
Sent: Friday, January 26, 2018 11:59 AM

To: Kim Bradford

Subject: Financial affairs disclosure by elected officials
Greetings,

| am contacting you because Secretary of State’s office records show that your jurisdiction had at least 1,000 registered
voters as of the last general election. Elected officials in districts with 1,000 registered voters or more are required by
state law (RCW 42.17A.135 and RCW 42.17A.700) to file financial affairs disclosure reports (F-1s) with the Public
Disclosure Commission.

We are now in the process of updating our list of elected officials and are requesting your help. Please go to
https://web.pdc.wa.gov/BluecardApp/ and register an account for your jurisdiction. The system will lead you through
confirming or updating your point of contact information, as well as the list of your elected officials and their contact
information.

We will use that contact information to begin sending reminders to the elected officials who need to file the F-1. The
report covers the 2017 calendar year and is due April 16, 2018.

Some information that might be helpful for anyone interested in knowing more about the requirement: We have a
broad introduction for first-time filers available on our website here: https://www.pdc.wa.gov/learn/reporting-personal-
financial-information. More detailed instructions for filers is available at:
https://www.pdc.wa.gov/learn/publications/personal-financial-affairs-disclosure-instructions

The F-1 form (and F-1 Supplement if necessary):
https://www.pdc.wa.gov/learn/forms/f-1-personal-financial-affairs-statement
https://www.pdc.wa.gov/learn/forms/f-1-supplement-page

Many of the 5,500 elected and appointed officials who file f-1s with the PDC each year file electronically. That system is
here:
https://web.pdc.wa.gov/F1/Login.aspx

Please let me if we can answer any questions.

Kim Bradford

Communications and outreach director
Public Disclosure Commission
360-664-2737






